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RERA冒rNG冒O H邑AL冒H′　EDUCA冒]ON AND HUMAN SErvlCES COMM|叩郎; AMEND|NG

T雌NAVAJO NAT工ON P田RSONNEI' POLrCエES MANUAL TO COMPL田MENT AM田NDMENTS

TO THE NAVAJO PREF田R田NCE　工N EMPIJOYMEN冒∴ACT

B田　工富　田NAC富田D:

SectlOn l. F|ndlngS

A.　The Health, Education and Human∴Serv|CCS Commi亡tec‘ |S eStabl|Shed as a

s亡and|ng∴COmmittee of the Nava]O Nation Counc||　with the purpose t0　OVerSee

Nava〕O NatlOn efforts |n implementing∴and ensuring c○mpユ」anCe With empIoyment

and labor laws and p01ic⊥es of　しhe Nava]O Nation and laws relating to

veterans∴SerVices　2　N.N C. §　400(A〉′(C)〈3).

B.　The Health,巳duca亡ion and Human ServユCeS Co事肌⊥し亡ee shall have　亡he

enuIT¥era亡ed power to establlSh NavaコO Nation po|icy′　PrOmulgate rules and

regula亡|。nS gOVermng hea⊥亡h′　SOC|al servユCeS′　QducatlOn′　human serv|CeS and

genera]∴serv|CeS Of∴the NavaJO Nat|On and |亡S∴tr|bal organ|Za亡|OnS′　ent|亡|eS

and onterpr|SeS　2　N.N.C. §　401(B)(1).

c.　　The Health′　Education and Human Serv|C。S Corm⊥ttee∴∴SerVeS aS∴lhe

overs|gh亡　for亡hc D|V|S|On 。f Human Resources 2 N.N.C. § 401(C〉(1上

D.　The NavaJO Naし10n∴Personnel Policies∴Manua| may be amended from∴tlme tO

亡|me by　亡he Health′　巳ducation and Human Services Comit亡ee of∴t_he NavaJO

Na亡|On Counc|l a亡　the rec○mmendatユOn O土　亡he D|V|S|On Of Human Resources wh|Ch

include　亡he Department of Persomel Management∴∴and　亡he divisions of the

Execut|Ve Bran。h and J・egislat|Ve Bran〔一h.　Nava」O Nat|On Persomel Manual′

E.　To c。mPlement amendmen亡S tO the Nava〕O Employment in Preference　Åct′

co-48-14, the NavaJO Na亡1On Deparしment of JusしICe reCOmnends amendments　七〇

the Nava」O Nat-|On Persomel Pol|C〕eS Mamal. See Exh|b|亡A・

SectlOn　2. Amend皿ents

The Nava]O Na亡|On hereby amends∴Sect|On |′　Ⅴ′　XェV′　and XV of the NavaJO

Naし1On Personnel P。l|C|eS Manual as follows:

丁.　P麟RSONN巳L POL工Cェ田S

★★★★
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B.　APPL工CATION

These personnel po|ic|eS aPPly　亡O a|l emp|oyees of the Executive and

Legis|a亡ive Branches of-the Nava]O Nation government′　regard|ess of

fund|ng SOurCe Or emPIoyment status′　eXCePt Where they are specif|Cal|y

exc.|uded.　These po|icies d。 nOt Create an emP|oyment con亡ract by

imp|icat|On and the r|ghts and pr|Vi|eges∴granted empIoyees are on|y亡hose

specif|Cally s亡ated. These Persomel P0l|C|eS aPPly |n a ||m|ted manner∴亡○

謀議誓書、。e嵩器n嵩崇詳r霊で誓書霊蒜一誌霊霊嵩
herein.

V.　巳MP」OY母巳N冒　STATUS

B. Introductory Period

6. Unsatisfactory Performance or CondllCt

a.工f,　during∴亡he　90-day　|ntrOductory period,　the empIoyee’s

performance or conduc亡is found亡O be unsatisfac七〇ry′　the　|rmed|ate

supervisor may terminate the emp|oyee for JuSt CauSe′　PrOV|ded that

the employee　|S∴g|Ven COntemPOraneOuS Written notific‘a亡ion citing

the reason(S) for　亡he termination.

tこ　gニi二二二二CC. Tez血na亡Ion of new e皿PIoyeeき∴Withln the intrc)duc亡Ory

per|Od voids accrued annual and s|Ck　|eave.　Supervisory an。

transferred employees w|l|　receive payment∴for a|l accrued annlla|

leave.

7. Fa⊥|ure to Complete Supervisory Introduc亡Ory Period

a. Emp|oyees fa⊥ling∴to successfu||y complete　亡heir supervisory

introductory period wi|l be returned to their previous position′ if

|t∴is available′　at∴their prior rat:e Of pay.　工f the previous

position is no亡avai|ableI they wi|| be c○nsidered forl∴a COmParable

position. If a c○mparable position is∴nOt aVai|able′　they w|l| be

laid off and p|aced on preferential status for re-emP10yment.

b. Emp|oyees fai|ing to sat|Sfactori|y c○mp|ete a supervisory

|ntrOduc亡Ory PerJ.Od w|l|　not be considere。 for an。t.her supervisory

posi亡ion for a period of 12　mon亡hs

二二七二〇三二二㌔二十声ここ1ここ,二二二こき1こすここ　しここ　こC

X工Ⅴ.巳MPlOY日且　GR工BVANC田

A.　P01icy
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An e÷ig士b主e emp|oyee who feels aggrieved as a result of an-aPPl|Ca亡|On Of

disc|Plinary actしOn SuCh as discharge′　SuSPenS|。n′　loss of pay or

benef|しS′　Or臆an emP|ツee O三an, a聖llcant f〇千aT TP|oyr?e早」P竺l_し二OT_-聖

allegcs a∴V|。些t=1。n Ofしhe Nava]O P三eferen三三臆王墓Empl♀迎聖i臆書聖主has a r|gh亡

亡O u亡|lize the pr。Cedures pr聖i旦ed |n亡his Section ar把ihablc′　C;:CCPし　しhat

B. El|gib|l⊥しy

A11 r巧rlこr Stこtu〇　emP⊥oyees∴are el|gib|e　岬伸子岬
♀三一狸y Or b雪I、ef上蓋, and any一帖
〇°S|tion∴∴are e|icJ|b|e　亡O f|le a∴grievance alleg|nq a V|O|aL|On Of　亡he

Navaゴo I竺e_圭erence in Emplovment∴∴Act.

employees are no亡　e|igible.

C.　Grievancc Process

1　旦聖P One:

An empIoyee or an ap吐icant fe_三園上n er哩上皇埋呈Pt PO?臆主上±聖　muS亡　f|le

Wrl亡ten gneVanCe wlth　亡hc‘ SuPerVisor who

]nltiated　しhc ac亡ion wl亡h|n　壬主やe tWen亡y working days of∴the

disc|Plinary action or alleged vi0lation 。f　亡he Nava]O Pref三二三旦些_上里

星型1oymen亡Act-,∴w|th a copy to the Department of Persomel Management.

The supervisor must a亡tempt to res01ve　亡he∴PrOblem w|亡h thc employee

旦L-apPl|Ca亘y W|t=hin壬主やe書生卒園WOrk|ng days∴after rece|P亡Of亡he rcc沖c:t

旦三三fVanCe ・

2・呈‡ep Two:

工f the∴SuPerVig。r failg　七〇　address∴the∴∴ごCCJCr▲C漉c輸としC丁▲　ここ甲二Cこt

qr|eVance Or jで　しhe cmpIoyee or app||皇型史書臆d|SagreeS∴W|th the
dec|S|OnI the employee or appl|Can亡　mus亡　f|le

wr|tten aPPeal wl亡h　しhe Human Resour。eS DlreCtOr Wlthln　壬=サe ten

work|ng days of the complet工。n Of Step One above.　The appeal sha|l

include;

a.　the name and positlOn Of t.he AggγleVed Par亡yI

b.　亡he naIT¥e and pos|tlOn Of　亡he∴SuPCrVIsor jn上し|ating　しhe acし|On′

c.　a clear∴and conc|Se∴Statemen亡　Of the underly|ng fac亡S, includ|ng

the dates and a⊥leged cven亡S Or C○nd|t|OnS Which∴form the bas|S

of the appeal!∴and t岬g車ly sustai喪主上し吐L§

坤rieve叫qf　叫畦亡lOrし′

d.　亡he re]ie「 sought by　しhc Aggr|eVed Par亡y.

3・　S亡ep　冒hree:

む、岬三_裏書reCe|P主音Pf the ±PPea±L華he Depar亡ment.
of∴Persomel Management will convene an Adminis亡rat|Ve∴∴Meeting

w|th the emp|oyee or∴laPPlican亡∴and　しhe superv⊥SOr　しo atしemp亡

さC亡tlenen亡　妻　thc　坤予戴I iこ∴三二i。Tablc.　If the Depar亡men亡　Of

Personnel Managemen亡　does not convenc`∴亡he mee亡|ng Or
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gr|こ挿r¥CC ift吐e per亡ie三_do n。亡　Settle臆the gr|eVanCe W|th|n∴the

ten worklng days′　then the grleVanCe PrOCeeds∴to Step Four.

身　とhこ　こじとト〇二ltl’七〇

ーX工l,7言入i 〔悠こト∴dここユニ二〇㌔∴ねこ÷1とこ∴三二ェこ1 〇〇

年　S亡ep 『our‥

If the empIoyee　9i∴aPP|ican亡　disagrecs w|亡h the ouしC○me Of∴亡he

Adm「r。StratlVe Meet|ng′　Or　|f no Ad皿n|Strat⊥ve Mee亡|ng∴WaS∴COnVened′

the empIoyee or applj臆Cant muSt: f11e a wrl亡ten gr|eVanCe aPPeal w|th

上he Depar亡men亡　Of Persomel Management w|th|n　壬±ゼe fifteen work⊥ng

days of the conc|us|On Of S亡ep Three 「Or　|mmedしaしe　亡ransmittal to　亡he

Hearing Officer・ A fillng fee of　$25.00 mus亡∴acc○暮TIPany　亡his∴∴aPPeal.

A亡　thlS∴PO|ntI and no亡∴earlierI both parties∴一皿ay be represenしed by

legal counsel.

与. S亡ep上土上皇臆三園

A Nava]O Nation Hear|ng Officer wil|　condllCt t=he gr「eVanCC`　hear]臆ng.

申すヤi亡hln 30_出- d岬
or∴∴aS∴∴SOOn　亡hereaf亡er∴∴aS agreeable to the part|eS.　The Hear|ng

Officcr will′　Whc。CTCr

ここ芦既.三二㍍t render a =土工⊆旦呈declg]on wi亡hin teH tWenty∴WOrklng day9

♀三園書中e h8凸rlnq　出ここここ三と〇二・

6. The decis⊥On Of the Hearing Off|Cer is　亡he flnal admn|Strative

decISlOn.

D Refund of F|l|ng Fee

If the grlevance　|S W⊥thdrawn or resolved pr|Or　亡O COmenCemen亡　Of∴the

grievanc`e hearing′　the fll|ng fce shal| be refunded.

巳, Grourld3　for Tcごて雪上r,こ曇3rJ∴D]9「n|ssal o|　GrしeVanCe

Abandonmen亡　Of a∴CaSe Or nOnCOmPliance w|亡h requ|red grleVanCe deadllneS

坤　by the Aggr|eVed Party will be grounds for　土でrmi鎚襲Cr;
dlsmissal of∴the gr⊥eVanCe.　The D。Partmen七　〇f Pcrsomel Management∴w|ll

make su。h determnatlOn and　|nform all part|eS.　Dism|SSe主事Of a∴grleVanCe

岬ring Of真筆r under_王‡旦1 Four.

『. ∴Wl七hdrawal of Grievance

At any∴POint　|n the gr|eVanCe PrOCeSS′　an emPloyee m∂y Wlthdraw the

qrie∇anCe・

G.　Status of Posi亡十on Pcnd|ng Gr|eVanCe Ou亡COme

Any changes regarding a position∴affec亡ed by a∴grievance w|l| be placed 。n

h。|d by　亡he Department of Personnel Managemen亡　un亡||　such tlme　十he

gr|eVanCe |S reS0lved or a f「nal dedsi。n |S rendered・

H. St:atuS Of EmpIoyee Pend|ng Gr|eVanCe OutcoIT¥e
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1. No亡Withs亡anding the foregoing subscc亡1。n G′　disc|Pl|nary aCtions shaJl

be effective　|rmed|ately upon not|Ce tO　亡he empIoyee.

2. Notwi亡hstandlng an emPloyee′s　|nVOIvemen亡in∴∴a Current∴qrievanc`e′

subsequent vi0latlOn〈s) of∴亡he persomel p0l|Cies by亡he empIoyee may

resu|亡　m∴SeParate d|SCip||nary aCt|On(s).

3. An empIoyee that has filed a grievance sha|| be allowed γeaSOnable use

of ava⊥lable annual　⊥eave hours∴for the purpose of part|C|Pa亡1ng　ユn

the gr|eVanCe PrOCeSS.

⊥.　Gr|eVanCe Hearing Off|Cer

主音」圭aring Off|Cer 。f　亡he Off|ce of Hoar|ng9∴∴and App⊂a÷s-臆9竺Il h誓r

百盲七vance6 under th|3 Sectlon」J|he Off|Ce Of Hear|ng∴and Åpp誓Is∴ r|1†婆

三些」塑二三旦型岬聖n∴岬　me Hearing
oIfユCer臆∴Sha11 have the au亡hor|ty tO uPhold or reverse the d|SCiplinary

act|On Of∴亡he supervisor′　aWard back paY tO　しhe gHeVanl′　and when

requ|red′　Order that the empIoyeeIs record be expunged′　and may provide

旦旦蛙r臆臆書聖旦ef available亡O the grlCVant unde「 tte Nava」や臆P些垂三宝旦些」旦

聖里±QyrrL§nt∴Ac亡・ The Hear|ng Off|Cer may also c○nsider∴the∴aPPrOPriateness

of the pcma|ty　|mPOSed and　|f c|rC¥1mSt」a「1CeS∴Warran亡′　reduce the penalty.

However, |n nO CaSe Shall the　拙lear|ng∴eOff|Cer　|nCreaSC`　tho∴Penalty

imposed by t.he sl]PerV|SOr.

XV TERMl.NAT丁ON OF EMPLOYMENT

F.　Term|na亡ion of Voluntecrs or Temporary EmpIoyees

l. A superv|SOr may　亡ermユnatC∴∴a V0lun亡eer or　しemporary employee a亡　any

tlme.　The∴term|nation mus亡　be in wr|tlng∴and include an explarlation

for∴the　亡ermination′　COnSIS亡en亡∴w|th Nava]O law.

2. A volunteer cr tc二手Cここr'J. C二軍c]・CC Who Is　しerminaしed is no亡　enti亡Ied to

re-emPloymenしI　|ayoffI Or gr|eVanCe r|ghts・

3.哩PIoyee who is臆term|nated　|S nO亡　ent|tled to re‾

剛エiqh亡s
4. Å　vo|unteer or temporary emPIoyee may res]qn∴Wlしho¥1t_　PrlOr nOし1Ce.

The res|gnatlO「l muSし　be in∴Wr上し|ng.

G.　Termlna亡|On Of New∴EmpI。yQeS

I A superv|SOr maY term|nat∈一一a neW emPIoyee for JuSし　CauSe at any t|me

dur⊥ng　亡he　|ntrOductory per|Od.　The term|nat|On muSt be　|ni Writ|ng

and include an explana亡ion for　亡he　亡ermlnatlOnI COnSis亡e【1し　W|亡h NavaJ0

1aw.

new emp⊥oyee who is　亡erm|na亡ed　|S nOt ent|t|ed to re-emPloyment7- 9三
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3, A∴new emPIoyee may res|gn Without pr|Or nOt⊥ce.　The res|gna亡しOn muSt

be ln Wr「亡1nq・

Sect|C)n　3. Effect工Ve date

The amendmen亡S enaCted herc`in sha=　be∴c‘ffec亡ive January l′　2015I PurSuant

し0　2　N.N.C. §　221, and appl|Cable to discip||nary aC亡10nS Or alleged

vIOlations which occur on January l′　2015I and therea工しer.

Sect|On　4. Sav|ngS C|ause

should any provision of∴亡hese amendments be de亡ermined invalid by　亡he

NavalO Supreme C。urt/ Or　亡he 。|StrlCt Cour亡S Of the Nava]O Na亡|On W|thout

appeal to the NavaコO Supreme Court′　しhose provisions wh⊥ch are no亡dc`Cc`rm|ned

|nValid shall re萱na|n the　|aw of　しhe Nat|On.

C E∴R∴重　工　ふ　工　C A　重　工　O N

I hereby certify亡hat the forego|ng∴reS01ut|On WaS duly considered by亡he

Heal亡h, Education and Human Services Com|ttee Of　亡he Nava]O Nat|On Counc|l

a亡　a duly ca廿ed meeし1ng at Tw|n∴Arrows′　Nava]O NatlOn (Ar|乙Ona)′　at∴wh|Ch∴a

quorum∴WaS∴PreSent and tha亡　亡he same was vo亡ed on with a vo亡e of 2　|n favor

(HonorablQ∴Charles Damon H and Honorable Dw|ght W|亡hersp0On〉　and　2　opposed

〈Honorable Joshua Lavar But|er and lIonorable Walter Phe|ps)′　and passed w廿h

a∴VO亡e by thc Cha|rPerSOn亡。 breakしhe t|e′　ヒh|S 17th day of December′　2014.

Mo亡|Oned:　Honorable Charles Damon　上I

seconded: [lonorable Dw|gh亡∴Withersp。On
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し　　　PERSONNEL POLICIES

A.　Purpose

These poiicies are des畦lned to assist superviso「S tO deaI ∞nSistently w柵

human 「esou「ces issues and to o皿ine the rights, benefits, and what is

expected of Executive and LegISlative Branch emptoyees.

1　　Role of the Navaio Nation

The Navajo Nation determines jobs to be performed, Offers

empIoyment, and ∞mPenSateS emPtoyees fo「 the work performed.

Sup叩sors are 「eSPOnSible for utilizlng and applyir喝the personnel

poiicleS ∞neistently in dea=ng w剛human resou「ces issues. They

are encouraged to seek advice from Depa巾¶ent Of Pe「SO…ei

Managenent and Depa巾nent of Justi∞ On the interpretatlOn Of the

Pe「sonnei PoIicies ManuaI and ln addressing emPtoyment issues.

Sup叩sors a「e exPected to provide leade「ShIP in implementing the

POlicies and to set positive examples fo「 empIoyees.

3.　Roie of the EmpIoyee

Empioyees sha= 「ead, understand' and compIy with poIICies and

PrOCedures that affect o「 appIy to the-r emPIoyment.

4　　Role of the Depa岬ement

Depa巾nent of Persomei Manegement sha=　deveIop and

implement p「ocedures, aS ne∞SSary' ∞nSistent w柵the po幅es

∞ntained in thIS manuai Depa巾nent of Pe「SOmel Management

wi= aiso p「ovIde guidan∞ tO SuPervisors on the面erp「etation and

intent ofthe manuaI and assist in add「eseing emptoyment issues・

AppIication

These PersonneI PolicIeS aPPIy to a= empioyees of the Execut‘Ve and

Legisiative B「anches of the Navajo Nat-O= gOVe「nment, rega「dless of

f…ding sou「ce or empIoyme=t StatuS’eXCePt Whe「e they a「e specificaIly

exciuded These poiicies do not create a= emPIoyment cont「act by

impIICation and the 「ights and p「iv=eges g「anted empIoyees are oniy those

specifICa=y stated・丁hese Pe「sonneI Poi-CIeS aPPly一n a iimited manne「 to

appIICantS fo「 empioyment positions with the Executive and LegisIative

B「anches of the Navajo Nation gove「nment, aS P「OVided m SectlOn XiV

herein

Janua「y l, 2015 Page l



C.　Exceptions

l.　Certain catego「ies of empIoyees may be affected by poiicieS and

「eguIatiOnS that may take precedence o「 may suppIement these

POiICies.

2.　To the extent that p「Og「amS a「e requIred to deveIop policies o「

P「OCedu「es that take p「ecedence ove「 o「 supplement this manual,

they shaii be 「eviewed and app「oved as necessa「y by the

Department of PersonneI Management p「iO「 tO impiementation by

the p「og「am.

D.　　Amendments

These poIjcies may be amended f「om time to time by the HeaIth,

Education and Human Services Committee of the Nava」O NatiOn CounciI

at the 「ecommendation of the Division of Human Resources whjch inciude

the Department of Pe「somel Management and divisiOnS Of the ExecutiVe

B「anch and the LegiSlatIVe B「anch.

=.　　MANAGEMENT AND SUPERVISORY RESPONSiBiLITIES

Manage「s and superviso「s a「e responsibie for.

1・　Deveioping and maintaining the highest possibIe ieveI of performance jn

thei「 wo「k units.

2・　DeveIopIng and maintainIng gOOd empIoyee wo「king reiationships and

COnduct in theI「 WO「k units.

3.　PlannIng, O「ganizing. di「ecting, COOrdlnating and supervisIng aii functiOnaI

activities and 「esponsibiiitieS Within thei「 assIgned wo「k unit.

4　　P「eparing budgets, Performance 「eports, and othe「 documents as

「equi「ed.

5.　Subm-tting 「equired 「eports to the Nava」O Nation CounciI, Standing

Committees, CommiSSions and Boa「ds as specifIed by Navajo NatlOn law.

6.　1mpiementIng PerSOnneI poIiCieS and p「OCedu「es as out=ned ln thIS

manuaI

7.  Impiementing and maintaining inte「nal ope「atlng POilCies, P「OCedures, and

C°nt「O上
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8.　Safegua「ding and accounting fo「 a= assets,一口Cluding but not lim-ted to'

funds and p「operty for whlCh there is a custodiai 「esponsibiiity.

9　　Representlng the Navajo Nat-On in O怖ciaI functiOnS aS di「eCted.

10　Approving Or disapp「ovlng ail documents ln aCCO「dance wlth funct-Onai

「esponsib冊es

=　Manag-ng emPioyee perfo「mance in aCCOrdance with established poiICieS

and p「OCedu「es

12　Coo「dinating emPIoyee backg「ound checks as outiined in Sect10= iV K of

these poliCies

13　Maintaining 「ePOrting 「eIationshlPS COnSiStentWith the chain Ofcommand

14　Coo「dinatIng aCtiVitieS With othe「 gove「nmentai agencieS

15　UphoId-ng the iaws and 「eguiat10nS Ofthe Nava」O Nation

16. MonitO「ing the p「esence of unautho「iZed indiViduais at the wo「ksite and

taklng aPPrOP「Iate aCtion-

1=.　EMPLOYMENT PRAC丁ICES

PoiiCy

The poliCy Of the Navajo NatiOn iS tO COmPiy with aIi applicabie iaws that

gove「n the empIoyment reiat-OnShiP between the Nava」O NatiOn and its

empioyees Co=SiStent With the p「oviSions of appiiCabie iaws and poiicIeS,

the Nava」O NatiOn WIli not imp「ope「iy diSC「lminate againSt any aPPIiCant O「

empioyee

Nava」O Preference

The Nava」O NatIOn g-VeS P「efe「ence in emPIoyme=t tO en「OiIed membe「S

of the Navajo NatiOn in accordance with the p「ovISIOnS Of the NavaJO

Prefe「ence in EmpioymentAct (15 N N C. §601 - §619)

EquiVaIency CIause

The use of the equiValency ciause lS henceforth eiimInated fo「 IOb

desc「IPtiOn/ciassificat-On deveIopment by p「og「ams EquiVaiency cIause

iS defined as automaticaiIy making a COIiege degree (0「 deg「ees) the

equIVaient of a certaln numbe「 of years of expe「ienCe (and viCe-Ve「Sa)

Henceforth, tO eStabliSh JOb descriPtionsIciass-fiCatiOnS' P「Og「amS muSt
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Establish minimum quaiifiCations for a position (Whethe「 a.cerfain

number of yea「s of experience, a SPeCifiC educatiOnal 「equl「ement

O「 both) required as a baseiine for quaiifiCatiOn aSSeSSmentS, and

2-　　EstabiiSh p「efe「「ed quaiifiCatiOnS for a positiOn (Whethe「 a ce巾ain

numbe「 Of yea「s of experienCe, a SPeCific educatiOnal requi「ement

O「 both) in Seeking the best quaiifIed candidate

Othe「

Wheneve「 necessa「y, departments and prog「ams may o什e「 prefe「ence in

empioyment to othe「 appliCantS based on funding SOu「Ce requirementS,

howeve「, in nO CaSe may thiS P「efe「ence supe「sede Nava」O P「eference

Second o「 OutsIde Empioyment

l Fuli-time emPioyment with the Nava」O NatiOn Shali gene「a=y be the

SOie empIoyment of any empIoyee Howeve「, it is recogniZed that

Pe「SOnal situatlOnS do occur whiCh mIght make it neCeSSa「y for

empIoyees to seek suppiementa「y empioyment

2　　An empioyee shaii not engage in OutSlde o「 seIf-emPioyment

Without p「iO「 W「itten aPPrOVai f「om the immediate superviSO「 and

the Human Resou「ces Di「eCtOr

3　　An empioyee who secu「es outside o「 self-emPioyment without

W「itten approvai may be subJeCt tO dISmiSSa1

4　　An empIoyee may not concu「「entiy hoId two fu=-time posItIOnS With

the NatiOn-

5　　Addltionai empioyment shouid not lmPair 」Ob pe「fo「mance with the

NatiOn ThiS inCludes confliCtS Of inte「eSt, negiect of duty, absence

from or tardineSS tO the wo「kstatiOn, and pe「fo「ming dut-eS

associated with additIOnai empIoyment du「lng nO「mai wo「king

hou「s

6　if an empioyee IS absent f「om hiS/her 」Ob due to outslde or seif-

empioyment, the empioyee shaIi be required to take leave

SuperviSOrS a「e 「eSPOnSibie fo「 dete「mlning Whethe「 additiOnai

empioyment adve「seiy a什ects 」Ob perfo「mance wIth the NatiOn

Hono「arla andlor compensatiOn 「eCeiVed fo「 occasiOnai seminarS,

SPeeChes, O「 P「eSentatiOnS are nOt deemed to be second o「 outside

empioyment and a「e not sub」eCt tO these proviSiOnS
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F.　Hiring of ReIatjves

I To p「omote consistency and equity in the t「eatment of ail

叩Pioyees- tO PreYent b「eaches in confidentiaIity' tO P「eVent
ImP「OPer influences -n emPioyme=t and to p「event the pe「CePtion of

favoritism, the Navajo Nation w川not empIoy, In any POSition, the

immediate reiatives of cu「「ent empIoyees if:

a.　one is di「ectiy supervising the othe「 On a 「eguiar basis,

b the「e is potentiai for c「eatjng an adve「Se effect on

SuPervIS-On, SeCu「ity, O「 mO「aie, O「 the potentiaI fo「 a confiict

Of inte「eSt

2.　Fo「 pu「poses of this poIicy, the te「m ii「elative当S defined as an

individuaI who is reiated by bIood o「 ma「rIage tO the empioyee as a

father, mOther, SOn, daughte「, b「other, Siste「, g「andmothe「,

g「andfathe「, unCIe, aunt, COuSln, nePhew- niece’husband' Wife,

father-in-Iaw, mOthe「-in-Iaw, SOn-in-Iaw, daughte「-in-iaw, Siste「-in-

Iaw, brothe「-in-iaw, StePfather, StePmOther, StePSOn, StePdaughte「,

StePSister, StePb「othe「, haIf b「othe「 O「 half sister-

3.  If empIoyees become 「eiated afte「 empioyment a=d a confIict such

as described in the above pa「ag「aph lS C「eated; O「. if a

reorganization c「eates such a conf=ct' 90 calenda「 days wjII be

a=owed to 「esoIve the matte「 voiunta「iIy o「 by t「ansfer of one of the

empIoyees. if that is not possibie’the empioyee with the most

「ecent date of continuous empioyment w川be 「eleased.

4.　Empioyees, membe「s of the Navajo Nation CounciI, 0「 Othe「

comm皿ees capabIe of in皿encing hi「ing, eVaIuation’ O「 Othe「

empioyee actions, and who are 「eIated to empioyees cove「ed by

these poIicies, Sha= refrai= from infiuenc一=g aIi actions having to do

with such 「eiatiVeS.

5.　A= appIICantS for positions with the Navajo Nation sha= indicate on

the o怖ciaI appiICation fo「m whethe「 they are 「eiated to any

empIoyee This lnfo「matIOn Wi= be used to dete「mine possibIe

confIicts of inte「est invoiv-ng the position If an appIICant know-ngIy

answe「s questions unt「uthfu=y conce「nIng the reiationship・ and this

fact iate「 becomes known, the empIoyee wiIl be te「minated

immediateiy.

iV.　RECRUITMEN丁AND SELECTION

A.　PoIicy

in gene「al, the Navajo Nation empIoyment p「OCeSS WⅢ ensu「e competitive

p「actices in 「ec「uitment, SeIection, and pIacement of quaiified appI'CantS

Janua「y l, 2015 Pa9e 5



based on the appliCant’s knowIedge, Ski=s, ab冊es, and ove「ali

qua旧cations fo「 empIoyment with the Nation. The empIoyment p「ocess

Sha= compiy with appiiCabIe iaws ofthe Navajo Nation.

B.　Responsib冊es

l.　Each P「og「am Manage「 shaii be 「esponsible fo「:

a・　COmPlyIng With the empIoyment, 「eC「uitment and seIectlOn

POIicies and the requI「ementS Of app=cabie Navajo Nation,

State, and fede「a=aws,

b.　notifying the Department of Personnei Management of a=

VaCant POSitions to be剛ed;

C defining the duties and 「esponsibiIItIeS Of the vacant positjon

and, With the assistance of the Department of Pe「sonnei

Management, the position requirements; and

d making the flnai selection f「om among appiiCantS 「efe「「ed by

the Department of Pe「sonnei Management fo「 a position.

2.　The Department of Personnei Management shail be 「esponslbIe

fo「:

a.　estabiIShing, implementing and monito「Ing effective

「ecruitment and seiection poIicleS and procedu「es;

b assisting p「ograms in defining job寸eiated positiOn

requi「ementS and dete「mlnIng the most effective 「ec「uitment

and seiection policies and p「ocedu「es;

C.　adve面Sing vacant positions;

d.　estabiishing seiection p「ocedu「es,

e.　conductlng qualification assessments and 「efe「「Ing qua間ed

appIiCantS tO the p「og「am;

f・　advising superviso「s on pe「somei po=cies and procedu「es,

interp「etation of 「equl「ementS, and p「ofessionai standa「ds

fo「 seIection methods;

g.　consuiting with superviSOrS On the avaiIabiiity and

quaiifications of app=CantS fo「 speciflC POSltions, 「eViewIng;

and

h・　mO印tOrIng and evaIuating the effectiveness of selection

PrOCeSSeS.

3　　　The DIreCtO「 Of the Human Resou「ces and the DiVISIOn DI「eCtO「

」OintIy:

a.　may waIVe any POIicies unde「 this Section lf the essentiaI

P「Og「am ServICeS a「e being hampered by criticai

empioyment needs fo「 a spec嗣c cIass o「 cIasses p「ovided

that the waive「 is not cont「ary to NavaJO NatiOn iaw;
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b may lmPiement tempo「a「y p「OCedu「es; and

C.　Shail ensu「e that empioyees hi「ed under tempo「ary

P「OCedu「es a「e seIected on the basis of the c「ite「ia he「ein.

C.　Adverfising of Vacant Positions

l.　AiI vacant positions must be advertised fo「 a mInImum Of lO

WO「king days. Job vacancy announcements may be in-house,

OutSide the Navajo Natjon, 0「 Submitted to the Department of

Pe「sonnel Management to be pu輔Shed on the bi-WeekIy job

VaCanCy listing.

2.　A job vacancy announcement is not 「equi「ed when a position is to

be刷ed by:

a.　departmentaI demotion of any empioyee;

b.　pIacement of a forme「 NavaJO emPIoyee with p「efe「ence fo「

「e-e mP Ioyment ;

C.　PrOmOtion o「 t「ansfe「 Of a qua嗣ed Nava」O Who is cur「ently a

「eguiar status empIoyee with the Navajo Nation・

3.　To ensu「e compIianCe With appiicabIe iaws and poIicies, ai=n-

house and outside 」Ob vacancy announcements requI「e P「IO「

app「OVaI f「om the Depa[ment of PersomeI Management befo「e

POSting.

4.　Requests for job vacancIeS tO be included on in-house and the bi-

WeekIy vacancy listing pubiished by Depahment of Pe「SOnnei

Management a「e to be submitted on the Job Vacancy

Announcement compiete with a= 「equi「ed info「mation.

5.　The Department of Pe「sonneI Management may consider on a

CaSe-by-CaSe basis othe「 job amouncement options such as open

「ecruitment and appiICant POOis to assist p「og「ams in f冊ng

POSitions.

D.　AppiiCation fo「 EmpIoyment

l.　Navajo Nation empIoyment application fo「ms a「e availabIe at the

Department of Pe「somel Management o「 may be downIoaded f「om

the Department’s website. The appIiCation fo「m so=cits info「mation

f「om the appIiCant 「eIating to education, eXPerjence, t「ainIng,

「esidence and other pe巾nent info「mation. Appiicants a「e 「equi「ed

to sIgn the appiiCatjon which incIudes a statement that they a「e

Certifying to the t「uth and accu「acy of a= info「mation p「ovided

the「ein and consenting to the 「equi「ed backg「ound check. An

unsIgned appIication sha= be deemed incompiete and sha= be

「etu「ned to the appilCant.
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AppiiCations may be hand delIVered, maiIed, faxed, O「 e-maiied and

must be receiVed by the Department of Pe「sonneI Management by

the ciose of business on o「 befo「e the ciosing date speclfied on the

job vacancy announcement

3.　AppIiCantS ShaIi be 「equired to fu「nish, at thel「 OWn eXPenSe,

educatIOn, 0「 Othe「 quaiiflCatlOnS, WhiCh a「e 」Obィeiated as may be

deemed necessa「y. ln o「de「 to 「eceiVe fuii c「edit fo「 educatiOn,

Ce面flCation, O「 iiCenSure, t「anSC「lPtS, COPieS Of deg「ees,

Ce輔iCateS, and othe「 app「op「iate documents must be submltted

aiong with the empioyment appiiCatIOn

4　　AppIiCantS fo「 a sensitive posit10n muSt Submit a signed and

COmPIeted empioyment appIICatiOn and shaiI compIy wlth

SubsectIOn K

5　　Any mlS「eP「eSentatlOnS, faIsIflCatiOnS, O「 materiaI omiSSIOnS ln any

Of thIS info「mation o「 any othe「 mate「iais used in the appiICatiOn

P「OCeSS, O「 Info「matlOn Offe「ed du「ing the interviews, may 「eSu旧n

the exciusiOn Of the lndiViduaI f「om furthe「 consIderatiOn fo「

empIoyment fo「 that positiOn, O「 lf the person has been hl「ed,

te「mlnation of empioyment

QuaiIfiCatiOn Assessments

I The Department of Pe「sonnei Management shaiI conduct a

qualifiCatiOn aSSeSSment On ali appiICatIOnS 「eCeived on o「 befo「e

the ciosIng date specified on the 」Ob vacancy amouncement The

quaIifiCatlOn aSSeSSment lS based on the lnformatIOn P「OVided on

the empIoyment appilCatiOn and othe「 approprIate documents・

2　　AppiiCantS Who have been dete「mlned not qualIfied may submit a

W「Itten aPPeal to the Human Resou「ces Di「eCtO「 WIthin ten WO「kIng

days f「om the date ofthe non置quailfied notlCe

3　　The 「esults of the appeai sha=　be conside「ed the final

admlniSt「atIVe deciSiOn

intervieW Expenses fo「 Key PositiOnS

I An appilCant lnte「VieWed fo「 a key positiOn may be reimbu「sed fo「

inte「VieW eXPenSeS SubJeCt tO the lnte「VieW-ng P「Og「am’s avaiiablllty

Of funds. The DiViSIOn Di「eCtOr Wiii be 「esponsibie fo「 designatlng

key posItiOnS 」Olntiy with the Department of Pe「sonnei

Management
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2.　ReImbu「sement of interview expenses wIii be Ijmited to one t「ip to

the lnterview site and actual 「easonabIe expenses, incIuding

COmme「Ciai fa「e, Ca「 rentaI, PerSOnaI vehicIe miIeage, meaIs,

Iodging and othe「 incidentai costs.

3.　ReImbu「sements shaIl not exceed the cur「ent t「aveI expense 「ates

estabIished by the Nava」O Nation and must be supported by

receipts.

G.　Refe「raIs

l.　AppIicants who meet the qua嗣cation requI「ementS Sha=　be

「efe「「ed to the hi「jng department by the Department of Pe「sonneI

Managemen白n the foiIowing o「de「 o「 P「IO「ity:

a.　En「o=ed Nava」OS With re-emPIoyment p「efe「ence

b.　Enro=ed Nava」O Vete「anS With p「eference

C.　Othe「 en「O=ed Nava」O aPPIiCantS

d Non-Nava」O SPOuSeS Of enro=ed NavaJOS

e.　Non-NavaJOS

2.　P「og「am Managers shali conside「 appIicants in the same o「der as

Outiined in G.1 above. However, the appiiCant POSSeSSIng the best

quaIif'Cations to perfo「m the dut'eS Of the position shouid be

Seiected.

3.　Anytime a Iowe「 Prio「ity appI-Cant is seiected ove「 highe「 P「lO「ity

appIiCantS, the P「Og「am Manage「 Sha= provide w皿en 」uStification

to the Department of Persomei Management setting fo巾h the

「easons fo「 the selection.

4.　Non-Nava」OS may be consjde「ed onIy when the appiICa=t POOI

「efer「ed by the Department of Personnei Management does not

incIude pe「sons with higher p「IO「Ity aS Setfohh in G.1 above.

H.　Re-emPIoyment P「efe「ence

l.　A 「eguIa「 StatuS emPioyee sepa「ated f「Om emPioyment due to a

「eductiOn-in-force sha= be eijgibIe fo「 「e-emPIoyment p「efe「ence・

2.　Re-emPIoyment p「efe「ence shaIi not be gra=ted to empIoyees who

have not attained 「egula「 status at the time of layoff.

3.　Re-emPIoyment p「efe「ence continues fo「 a pe「iod of slX mOnths

f「om the date of layoff provIded the empIoyee does not deciIne

Navajo Nation empioyment when o什ered.
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SelectIOn Of a Non-Nava」O

I P「io「 to hirmg a nOn-Nava」O fo「 initlal empioyment, Written app「oval

must be obtained from the DiViSiOn Di「eCtO「. A=　subsequent

Pe「SOnnel actiOnS lnVOiving the non-Nava」O, SuCh as transfe「s,

PrOmOtiOnS O「 demotiOn Shali aiso 「equi「e Written approvai by the

DivIS10n DireCtOr

2　　The hi「ing Of a non-Nava」O SPOuSe, Who IS eiiglbie fo「 preference,

Sha旧equl「e W「itten aPP「OVai oniy by the Deparfment of Pe「sonnel

Management

3.　The non-Nava」O Shaii be 「equired to train a NavaJO Who iS

empioyed ln a POSitiOn Simlia「 to the positIOn in WhiCh the non-

NavaiO WaS hired, P「OVided a Nava」O individuai iS aVailabie and lS

OtherwiSe eiigibie fo「 the position. The non-Nava」0’s supervISO「

Shaii set a tlmeline by whiCh thiS t「aining Wi= be compieted

4　　The t「alnIng requi「ement W川not be necessary if

a the posItiOn 「equi「eS fo「maI educatiOn, Ce面fiCatiOn Or

IICenSu「e and such lS Oniy avaiiabie f「om authoriZed o「

CertifIed entitieS, 0「

b the non-Navajo IS a SPOuSe Of an enroiied membe「 of the

Nava」O NatiOn

SeiectIOn Methods and C「lte「ia

Aii seiection methods and c「ite「ia ShaIi be 」Ob reiated Seiection methods

inCIude any assessment o「 technIque uSed as quailfying meChaniSmS,

Physicai, educatiOn, WO「k expe「IenCe 「equi「ementS, formai and info「mai

IntervieWS, and appiiCatiOn fo「ms

I Aqe Requi「ementS

Ja…ary l, 2015

a AppIicantS under siXteen yearS Of age shaIi not be

COnSlde「ed fo「 reguia「 empioyment unIess an exceptlOn has

been made by appIiCable iaw o「 「eguIatiOn

b For appiicantS Sixteen yea「s and oider, age Shail not be a

facto「 in emPioyment except fo「 those positions in WhiCh

bona flde o∞uPatiOnai qua冊catiOnS a「e 「equi「ed

PhvsiCai Qua冊catiOnS

A pe「son seiected shaii possess and maintain the minimum

PhysiCai qua冊catlOnS neCeSSa「y tO Perform essentiai dutieS Of the

POSitlOn The Depa面11ent Of Pe「somel Management, WIth the

assiStanCe Of the P「og「am Manage「, Sha=　desIgnate those
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POSItiOnS fo「 which medicai examinatiOnS Shaii be requi「ed p「iOr tO

empIoyment. Wheneve「 the superviSO「 has reason to belieVe that

an empioyeeis health lS adve「seiy affecting his/her 」Ob

Perfo「mance, the empioyee may be requi「ed to unde「go a mediCai

examInatIOn by a licensed physICIan The 「esults shaiI be used to

dete「mine continued empIoyment

Poivq「aph Tests

No appiICant O「 emPioyee sha= be 「equested o「 「equired to take a

POiyg「aph test as a condition of appiylng fo「 o「 obtaIning

empIoyment.

4　　　Work and EducatiOn Reference Checks

To ve「ify information about an appiicant’s knowiedge, SkiIis,

ab冊es, Characte「, and othe「 qua酷catiOnS that wiIi be important to

SuCCeSSfuI perfomance in a neW POSitiOn, job寸eiated inqui「IeS may

be made of cu汀ent and forme「 superviSO「S The appiiCant Sha=

COnSent tO the Depa面lent Of Pe「somei Managenent and/o「 the

hiring depa巾unent to conduct such a work and educatiOn 「efe「ence

Check Information p「ovided by an appiICant tO ObtaIn emPioyment,

WhiCh iate「 p「oves false, Sha= be g「ounds fo「 teminatiOn

K.　Background Check and Ad」udiCatiOn fo「 SensitIVe PositlOnS

I PoiiCy

The poiiCy Of the Nava」O Nation iS tO P「OmOte a Safe and secure

WOrk envi「Onment, tO PrOVlde for the safety of Nava」O NatiOn

empioyees, VOiunteers, lntemS, and p「ogram pa巾cIPantS and to

P「Otect the Nation’s funds, PrOPerty, and othe「 assets by obtalning

and ad」udiCating backg「ound checks on those positiOnS designated

as sensitlVe ThIS POiICy Sha= be imPlemented ln a manne「 that

P「OtectS IndiViduais十Ight to p‖VaCy ConsIStent W柵the p「ovisiOnS

Of appiiCabie laws and poliCieS, the Nava」O Nation shaIi not

diSCnminate agalnSt any aPP=Cant O「 emPioyee

2.　Deveiopment and impiementatiOn Of PoiiCreS and Procedu「es

The Depa巾nent of Pe「someI Management ln COiIaboratlOn With the

Office of Background investigations sha=　estabiiSh p「ocedures

reiat'ng tO Obta面ng, inVeStigating and ad川dicat-ng backg「ound

Checks P「ocedures to imPlement these poiiCies sha=　be

deveioped and p「omuIgated by the Department of Pe「sonnei

Management and the OfflCe Of Backg「ound Investigatjons
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3.　For purposes of this Subsection, C剛d is defined as a pe「SOn Who IS

iess than eighteen (18) years oid

4　　SectiOn K does not appIy to commiSSiOned iaw enfo「cement

PerSOnnei and empioyees of the Nava」O NatlOn Gamlng Regulato「y

O冊ce

5　　DesignatiOn Of SensitiVe PositiOnS

a in consuitatiOn Wlth the hi「ing depa巾ment and sub」eCt tO finai

app「OVai by the Human Resources Di「eCtO「 O「 designee, the

Department of Personnel Management shall designate

SenSitive positiOnS Pu「Suant tO 5 b Upon designatIOn the

Department of Pe「sonnei Management shaIi lnfo「m the

O冊ce of Backg「ound lnVeStigatiOnS

b.　Sensitive positiOnS a「e those positlOnS Wlth the foiiowing 」Ob

responslblIItieS

l)　p「OViding ChiId ca「e ln a Chiid ca「e faciiIty, O「 PrOVidmg

fo「 the heaith, Safety and weifa「e of a c刷d,

ParticuIarIy whe「e responsibiIity inVOives di「eCt

「epetitiVe COntaCt With a chiid o「 unsupervised access

to chiid「en,

2)　p「OViding Patient Ca「e O「 P「OViding fo「 the heaith,

Safety and weifa「e of aduits and eide「s,

3)　having reSPOnSibiiity fo「 money, 「eCelPtS and/or

diSbu「sement of negotlabie inStrUmentS, e g , mOney,

Checks and p「operty diSbu「sements,

4)　havIng 「eSPOnSlbiIity for c「edlt data, C「edit aCCOunt

reco「ds o「 c「edit tranSaCtiOnS;

5)　ca「「ying and using fi「ea「mS,

6)　having 「eSPOnSibiiity fo「 the safety and secu「ity Of

Nava」O NatIOn PrOPerty,

7)　having 「Outine aCCeSS tO SeCurity COnt「Oi and key

SyStemS,

8)　having reSPOnSlbility fo「 contro=ed substances o「

toxiC, 「adIOaCtIVe Or Other haza「dous mate「iais,

9)　having 「eSPOnSibiiIty for conf-dentlai info「mat10n 9r

SenSitive data p「otected by fede「aI, State O「 Nava」O

NatiOn iaw

C Ai=Ob vacancy amouncements fo「 sensitIVe POSit10nS ShaiI

inClude notiCe that a favo「abie backg「ound lnVeStigatlOn is

「equired

January l, 2015

丁he Nava」O Nation shaIi not hire any aPPIiCant fo「 a sensItive

POSition untii a backg「ound check and suitab冊y assessment
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have been compIeted.

e Upon designatiOn by the Department of Pe「sonnei

Management, SuPerviSOrS Shail provlde w「Itten nOtICe tO

Cu「「ent emPioyees that thei「 POSitIOnS 「equI「e a favo「abIe

backg「ound investigatiOn

l)　A cu「rent empioyee shaiI submit a COmPieted secu「ity

appliCation packet to the Office of Background

lnvestlgatlOnS Within 30 caIendar days of 「eceiVlng

notice f「om hlSIher supe「viSOr that a backg「ound

Check is 「equi「ed fo「 his/her positlOn

2)　An empIoye:Whofalisto compiywlththe backg「ound

Check 「equI「ement ShaIi be deemed lne=gible for

COntinued empioyment pursuant to the Tabie of

PenaitieS

3)　A superviSO「 Who faiIs to notify thei「 emPIoyee言n

W「itlng, that a backg「ound check iS 「equired shali be

diSCIPIined pu「suant to the Tabie of PenaitieS

4)　An extensIOn may be g「anted to an empIoyee who

has demonst「ated good cause for exceeding　30

CaIenda「 days A= extensions must be ln Writing and

approved by the Office of Background lnvestigations

Manage「丁he Office of Backg「ound lnvestigatiOnS

Shaii p「ovIde w「itten notlCe Of ali app「0Ved extensIOnS

to the Department of Pe「sonnei Management

6.　AppiICabiilty

丁hese pollCleS aPPIy to a= empioyees who are 「egula「 status,

SeaSOnai, aトW時Or temPO「a「y, aPPiicants, VOiuntee「s, lnte「nS, and

to empioyees who a「e assigned (i e , tranSfe「, P「OmOtiOn O「 POSition

reciassifiCation) to a sensltiVe POSItion Backg「ound checks

COnducted and compieted by othe「 agencleS ShaIi not be accepted

ln lieu Of backg「ound checks conducted by the OfflCe Of

Backg「ound lnvestigations

7.　Requl「ed Documents fo「 SensitiVe PositiOnS

a・　A secu「ity PaCket contain'ng the fo=owIng documents shail

be submltted to the O怖ce of Backg「ound lnvestigatIOnS by

an appiiCant being COnSlde「ed fo「 emp看oyme=t into a

SenSitiVe POSitiOn O「 an emPIoyee who IS OCCuPying a

SenSItlVe POSitiOn

l )　a SecurIty aPPiICatIOn,
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2)　a vaIid State D「ive「’s License or State ldentification

Ca「d;

3)　a SocIai Security Ca「d o「 if not a United States

Citizen, the appIiCant’s Visa; and

4)　a cu「「ent Navajo Nation t「ibai criminai history 「eport.

A secu「lty PaCket that does not lnCIude aiI of the above

documents sha=　be deemed incompiete and wiii not be

P「OCeSSed.

b.　IndividuaIs are 「equi「ed to p「OVide accu「ate and compiete

info「mation, and not to omit mate「ia=nfo「mation needed to

make a decisIOn. Any misrep「esentatiOn, falsifICation o「

mate「iai omissions in any info「mation p「ovided to the Offlce

Of Backg「ounds lnvestigations may 「esuIt in the exciusion of

the individuaI from further consIde「atlOn fo「 empioyment for

that position; O「 if the pe「SOn is empioyed, te「mination of

empioyment.

Backg「ound Check

Eve「y appiICant, emPIoyee, VOiuntee「 o「 inte「n aPPIying fo「 o「

empioyed肌a SenSitive position must giVe W皿en consent to the

Navajo Nation to obtain a c「iminai background check. 1f an

individuai’s c「iminai history incIudes piea(S) of guiity o「 n9 COnteSt

to o「 COnVictions of any offense unde「 fede「ai, State, lnCIuding

COunty and municIPaI, and Navajo Nation o「 othe「 t「ibal ju「isdiction,

the Office of Backg「ound InvestIgations shaii dete「mine, uPOn

investigatiOn and adjudjcation, Whether the offense(S) may bea「

upon the individuaI’s fitness to perfo「m the duties of a sensitNe

POSitiOn. An unfavo「abIe 「?Sult shaII be g「ounds for nuI時ng an

Offe「 of empIoyment o「 te「mInating empioyment.

if an individual’s c「iminaI histo「y InCiudes convictions that a「e

ldentifIed by fede「al o「 Nava」O Nation law as mandatory g「Ounds fo「

P「Ohibition of empioyment in sensitive positions, a SuitabiiIty

assessment sha= not be conducted, and an offe「 of empIoyment

Shaii not be made o「 empioyment shaii be te「minated.

An empIoyee sha= be given an opportunity to 「efute, CO「「eCt O「

explain the unfavo「abie info「matiOn by submItting a w皿en

response with an expIanatiOn Of the background lnformatlOn, and

SuCh mfo「matiOn muSt be supported by documentation in the fo「m

Of unalte「ed law enfo「cement, COurt O「 Othe「 appliCabie

documentation.

if the fundmg SOu「CeS Of certajn Navajo Nation p「ograms such as

Navajo Head Starf o「 the Offlce of Youth Development requIre
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additionai or more st「ingent standa「ds, the Office of Backg「ound

InvestIgatIOnS Sha=　appIy such 「equl「ementS in COnductmg

backg「ound checks.

a.  1f piea(S) of guiIty o「 no contest to o「 COnVICtlOnS Of the

foliowing a「e inCiuded in an I=dividual’s backg「ound check

and have been ve「lfied, an aPPIiCant Sha= not be hIred o「

empioyment shaii be te「mlnated fo「 those sensitIVe POSItIOnS

SPeCified unde「 SubsectiOn K 5.b l

l)　any feiony,

2)　叩miSdemeano「一nVOiving a chiid InCiuding but not

IImited to sexuai or physICai abuse o「 negIect,

3)　any 2 or more miSdemeano「S inVOlving c「imes of

viOience, SeXuaI assauIt, mOIestation, eXPIoItatiOn,

COntaCt O「 P「OStitutlOn, C「imes agaInSt Pe「SOnS.

b.  If piea(S) of guiity o「 no contest to o「 COnViCtIOnS Of the

fo=owIng a「e incIuded in an Individuai’s backg「ound check

and have been ve「ifled, a SuitabiIity aSSeSSment Shali be

conducted of the indivldual’s fitness fo「 being hi「ed o「

ass-gned to a sens'tiVe POSltion, aS SPeClfIed unde「

SubsectiOn K 5 b l

l )　any miSdemeano「 inVOIvIng COnt「O=ed substances,

2)　any othe「 conviCtion that may negatlVeIy bea「 on an

indiViduaI’s fitneSS tO have 「esponslbliity fo「 the

heaIth, Safety and weifa「e of children, yOuth, adults,

and eide「s

c lf pIea(S) of guiIty o「 no contest to o「 COnViCtiOnS Of the

foiIowIng a「e inCiuded ln an mdiViduai’s backg「ound check

and have been ve「Ifled, a SuItablIlty aSSeSSment ShaiI be

conducted of the indiViduai’s fitness fo「 belng hi「ed o「

ass-g=ed to a sensitlVe POSit-On) aS SPeClfied unde「

SubsectIOn K 5 b 2

1)　any feiony,

2)　any mISdemeano「 inVOivIng a Chlid;

3)　any 2 o「 mo「e mISdemeano「s inVOIving crImeS Of

vIOIence, SeXuaI assault, mOiestat10n, eXPioitatlOn,

COntact O「 P「OStitutiOn, C「imeS agalnSt Pe「SOnS,

4)　any mlSdemeano「 inVOlving COnt「O=ed substances,

5)　any othe「 conviCtion that may negativeIy bea「 on an

indNiduai’s fltneSS tO have 「esponsib両ty fo「 the

heaIth, Safety and weifa「e of aduits and eide「s.
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if pIea(S) of guIity or no contest to or conviCtiOnS Of the

foIIowing a「e incIuded in an indiVidual’s backg「ound check

and have been ve「ified, a SuItabiiIty aSSeSSment Sha= be

COnducted of the individuaI’s fItneSS fo「 being hl「ed or

assigned to a sensitiVe POSitiOn, aS SPeCified unde「

SubsectiOnK5b3,4,6,7,8,9

1)　any feiony,

2)　any misdemeano「 inVOlvlng mO「a=u「pltude, f「aud,

miS「eP「eSentatiOn, embezziement, theft, COnt「Oiied

Substances,

3)　any othe「 conviCt10n that may negatiVeiy bea「 on an

indiViduaI’s fltneSS tO have responsibility for the

SenSitive positiOnS ln this SubsectIOn

If piea(S) of guiity o「 no contest to o「 convictiOnS Of the

fo=owmg are inCiuded in an individual’s backg「ound check

and have been ve「ifled, a SuitabiIity aSSeSSment Sha= be

COnducted of the indIVlduai’s fitneSS fo「 belng hl「ed o「

assIgned to a sensItiVe POSitiOn, unde「 Subsection K 5 b 5

1)　any feiony,

2)　any misdemeano「 invoivlng mO「a=urpitude, fraud,

miS「eP「eSentatiOn, embezziement, theft, COnt「O=ed

Substances.

3)　any miSdemeano「 lnVOivlng a Chiid,

4)　any 2　o「 mo「e mISdemeanors lnVOiving C「imes of

ViOience, SeXuai assauit, mOiestatiOn, eXPIoitatiOn,

COntaCt O「 P「OStitutlOn, C「imeS againSt Pe「SOnS,

5)　any mISdemeano「 mVOiving COnt「OIied substances,

6)　any othe「 convictiOn that may negatiVeiy bea「 on an

lndIVIduai’s fitneSS tO have 「esponsibiIIty fo「 the

SenSitiVe POSitlOnS in thiS SubsectiOn

As a condition of empioyment, a backg「ound check sha= be

COnducted eve「y th「ee (3) yea「S for each employee

OCCuPylng a SenSitiVe POSltiOn, unIess otherwiSe SPeCIfled by

fundlng SOu「Ce, laws, 「eguiatlOnS O「 Pu「Suant tO the

Acknowiedgment of Unde「standing fo「m

Pu「suant to the AcknowIedgement of Unde「standIng an

empIoyee ln a SenSitIVe POSitiOn COnSentS tO 「ePOrt tO hISIhe「

SuPervlSO「, in W「iting, Withln 72 hou「s of any a「「est, CrImInai

indiCtment, O「 COnViCtion The superviSO「 Within 72 hou「s of

「eceiVIng nOtlCe f「om the empIoyee shaii 「eport the

info「mat10n tO the OfflCe Of Backg「ound lnvestigatIOnS Upon

「eceiPt, the OfflCe Of Backg「ound InvestIgat10nS Shaii

dete「mine if a new backg「ound check lS 「equl「ed. FalIu「e to
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report may 「esuit in discipIIna「y aCtIOn Pu「Suant tO the Table

Of Penaities.

9.　Suitab冊y Assessment

a.  1f the「e are no mandato「y dISquaIifying convICtions, the

O情ce of Backg「Ound InvestlgatiOnS Sha=　conduct a

Suitab冊y assessment for empIoyees appIying for or

OCCuPyIng a SenSitIVe POSition・ A suitability assessment

ShaIi consist of the foilowIng informatIOn’

1)　C「imjnaI history reporfs,. inciuding ar「est reports

(federai, State,看ocai, municIPaI and t「ibaI ju「isdictions)

2)　Outstanding Wa「「ants

3)　Other negative jnfo「mation that may bear upon an

individuai’s fitness to perform the duties of a sensitive

POSitjo= may be conside「ed f「om othe「 gove「nmentaI

entIties incIuding Navajo Nation courts, the Ethics and

Ruies O怖ce, White Co=a「 C「ime Unit, Navajo Division

Of PubIic Safety, the Office of the Chief P「osecuto「,

the Depa巾ment of Pe「sonneI Management, the O緬ce

of the AudItO「 Gene「ai and State Moto「 Vehicle

Departments・

10.　Ad」udication

The Offlce of Backg「ound lnvestigations shai=ssue a favorabIe o「

unfavo「abie dete「mination based on the 「esuits of a backg「ound

Check and/o「 suitab冊y assessment・

11. Navajo NatiOn P「ivacy andAccessto lnfo「mationAct

丁he NavaIO Nation sha=　treat a=　documentation reiated to

backg「ound check, Suitability assessment and adjudication in

acco「dance with the Nava」O NatiOn P「ivacy and Access to

i nformation Act

L Offe「 Of Empioyment

l.　丁he offe「 of empIoyment wi= be extended by the Human Resou「CeS

Director to the individuaI seIected by the P「Ogram Manager if the

seIection is consistent with exiSting poiicies and c「iteria eStabIished

fo「 the job, eXCePt Whe「e the autho「ity to offe「 empIoyment is

SPeCifiCaiIy deiegated ・
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The DiVISion Di「eCtO「 and the prog「am dlreCtOr/manage「 sha= aIso

app「OVe the proposed pay rate befo「e an offer of empioyment iS

made to an appIiCant

3.　The Division Di「eCtO「 and the p「og「am di「eCtO「/manage「 shalI not

Offe「 o「 app「ove empioyment if seiectiOn WaS done contra「y to the

Pe「sonnei PoIiCieS O「 Navajo NatiOn law

M Movlng Expenses

Sub」eCt tO the hi「ing P「Og「am’s avaiiabIlity Of funds, mOVing eXPenSeS fo「

key positlOnS, In Whoie o「 in Parf, may be paid bythe hi「Ing P「Og「am

EMPLOYMENT STATUS

EmpIoyment status va「ies with the posltiOn and conditiOnS Of empioyment

Supervisors, WO「king 」Olntiy wlth the Department of Persomei Management shaIi

ensu「e that empIoyees are p「ope「ly designated-

A The Navajo NatiOn has six catego「leS Of empioyment status

I Requia「 fuii-time

EmpIoyees who a「e hired to wo「k the reguia「iy estabiished 40-hou「

WOrkweek and who remain emPioyed fui」time uPOn COmPietion of

the int「oducto「y pe「iOd

2　　Reqular part-time

Empioyees who wo「k less than the 「eguiarly scheduied 40-hour

WO「kweek but not less than 20 hours pe「 week and who 「emain

empioyed pa皿Ime uPOn COmPietIOn Of the int「Oductory pe「iOd

3　　　Seasonai

EmpIoyees who work less than one year on a fuii o「 part-time basis

due to the natu「e of the positlOn andIo「 funding leveI Seasonai

empIoyment lS uSuaiiy appiICabie to jobs that occu「 on an

inte「mittent Or SeaSOnal basiS

4　　　At-Wiil

There are two catego「ieS Of aトwiIi empIoyees

a P「ofessiOnai at-Wi= empioyees a「e those who se「ve at the

Pieasu「e of the Atto「ney Generai, Chief P「osecutor,

ExecutiVe DireCtO「 Of the Nava」O NatiOn WashingtOn O什iCe,

the PubIiC Defende「 CommiSSiOn, O「 Othe「 offlClai o「
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empIoyee as p「ovided by Nava」O NatiOn iaw (See

DefinitiOnS, SectlOn XXi fo「 「efe「ence to the Navajo NatiOn

Code) ThiS designatIOn does not incIude any empioyee

Who 「eceives defe「red compensation.

PoiitICaI at-WiiI empioyees are those who serve at the

PIeasure of the P「esident, the Navajo NatiOn CouncIl, Or the

Speake「 of the Navajo Nation Councii PolitICaI aトWi=

empioyees receiVe defe「「ed compensation

5.　Tempo「ary

a・　Tempo「ary empIoyees a「e those who are hi「ed as inte「im

repiacements o「 to suppiement the wo「k fo「ce, O「 tO aSSist in

the compIetiOn Of a speciflC P「O」eCt

b Empioyment of a tempo「a「y to f川a vacant 「eguIa「 status

POSition lS iimited to a maximum Of six consecutlVe mOnths in
a p「Ogram’s fiSCai year

C・　Empioyment of a tempo「a「y in a 2320 account may be

extended as necessary, eXCePt that if a tempo「a「y lS

empioyed continuousiy fo「 one yea「, the program must

justlfy maintaining the positlOn aS temPOrary O「 budget the

POSition as 「eguIar status.

d・　EmpIoyment of a tempo「ary beyond any initlaiIy stated

Pe「iOd does not in any Way imPiy a change in emPIoyment

StatuS Tempo「a「y empioyees 「etaIn that status uniess and

untii notified of a change

While tempo「ary empioyees 「eceIVe mandated benefits

(SuCh as worke「s’ compensatIOn insu「ance and Sociai

Secu「ity), they are ineiigibIe fo「 Nava」O NatlOn benefit

PrOg「amS lnCiudlng amuai and siCk leave acc「uai

6.　　Voluntee「s

Pe「sons who offe「 and p「ovide unpald assIStanCe O「 ServiCeS tO the

Nava」O NatiOn fo「 a specified time Pe「iOd Supe「viso「s must

a「「ange for app「op「iate COVe「age under wo「kers’compensatiOn

Introducto「y Pe「10d

The lnt「oducto「y Pe「iOd is Intended to giVe emPioyees the opportunIty tO

demonstrate the capability tO Perfo「m assigned 」Ob duties at a satisfacto「y

Ievei of performance and to dete「mIne Whether the posItion meets thei「

expectatIOnS. The Nava」O NatIOn uSeS thiS Pe「IOd to evaluate empIoyee

CaPabiIitIeS, WO「k habits, and overa= perfo「mance.

1　immedlate SuPervlSO「S W=i p「ovlde performance standa「ds fo「

SuCCeSSfui compIetiOn Of the intrOducto「y pe「iOd
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2.　These poiiCies do not apply to tempo「a「y empIoyees or At-WiiI

empioyees

3　　The th「ee types of int「oductory per-Ods a「e

a　　90-day int「oductory Pe「lOd

Aii new empIoyees, eXCePt AトWiii empioyees and PoliCe

Officers, hi「ed in a 「egula「 o「 seasonai posItiOn Wi= wo「k on

an lnt「Oducto「y basis fo「 the fi「St 90 caienda「 days afte「 thei「

date of hi「e The lntrOducto「y pe「iOd sha= begin On the firSt

day of empioyment and e=d at the end of the wo「k day on

the 90th caienda「 day A 「eguia「 status empioyee wIii be

subject to oniy one new empioyee lnt「Oductory pe「iOd du「ing

any cont-nuOuS term Of employment, eXCePt that empIoyees

transfe「「Ing tO Poiice O什ICer POSitiOnS Wiii be 「equi「ed to

Se「Ve a One-yea「一nt「Oducto「y pe「iOd

b,　Supe「viSOrv lnt「oductorv PerlOd

An empioyee p「omoted o「 t「ansfe「「ed to a superviSO「y

POSit10n O「 highe「 ievel supe「viSOry POSltiOn, W川be sub」eCt

to a superviso「y int「oducto「y pe「iOd of 9O caiendar days An

empioyee promoted o「 t「ansfe「「ed to a supervISO「y POSltiOn

COntinues to utlilZe leave benefitS du「ing the supe「viSO「y

int「Oducto「y periOd

c One Year int「oducto「v PeriOd

Ail poiiCe OfflCe「S a「e 「equired to serve a one yea「

intrOducto「y periOd, howeve「, they shaii be eilgibie to u帥ze

ieave benefltS afte「 12O calenda「 days

4　　Pe「iOds of tempo「a「y empioyment cannot be used to satiSfy the

intrOductory per‘Od 「equirement Leave benefitS aCCumulate but

cannot be used du「ing the 90-day lnt「Oductory perlOd

5　　Du「ing the lnt「Oductory periOd, neW emPioyees a「e eligibie for those

benefitS 「equi「ed by law, SuCh as wo「ke「s’ compensatIOn and

SociaI Secu「ity Afte「 obtaining 「eguIa「 status, emPIoyees wi= also

be eiiglbie fo「 othe「 Nava」O NatIOn P「OVided benefitS, Sub」eCt tO the

te「ms and conditiOnS Of each benefitS P「Ogram

6　　UnsatiSfacto「y Perfo「mance or Conduct

a if, du「ing the 90-day lntrOducto「y perIOd, the empIoyee’s

perfo「mance o「 conduct iS found to be unsatiSfacto「y, the

immediate SuPerviSO「 may terminate the employee fo「 」uSt

CauSe,　P「OVided that the empioyee iS gIVen

contemporaneous w「itten nOtifICatiOn Citing the reason(S) fo「

the termInatIOn
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b Te「mlnatiOn Of new empIoyees wlthln the int「Oducto「Y Pe「iOd

VOids accrued annuai and sICk leave Superviso「y and

t「ansfe「「ed empioyees wiii 「eceiVe Payment fo「 a= acc「ued

annua=eave.

Faiiure to Compiete SupervISOrv lnt「oductorv Pe「IOd

a EmpIoyees faiiIng tO SuCCeSSfu=y compiete thei「 SuPerviso「y

int「Oducto「y pe「lOd wI= be 「etu「ned to theI「 P「eViOuS POSitlOn,

if it is availabie, at thei「 p「io「 rate of pay if the p「eviOuS

POSltion iS nOt aVaIlabie, they wl=　be conside「ed fo「 a

COmPa「abIe posItlOn if a compa「able positiOn iS nOt

avaiIabie, they wiiI be iaid off and piaced on p「efe「entiaI

StatuS fo「 「e-emPioyment

b Empioyees falilng tO SatISfacto「iIy compiete a supe「vjso「y

Int「Oducto「y pe「iOd wi=　not be conside「ed fo「 anothe「

SuPerviSO「y POSit-On for a pe「iod of 12 months

ExtensiOn Of 90-dav int「oducto「v P釧Od

a lf a supervisor dete「mineS that the lnt「Oducto「y pe「iod fo「 a

new empioyee does not a=ow suffICIent time tO tho「oughIy

evaiuate the empIoyee’s performance, he/she may 「equest

that the int「oductory pe「iOd be extended fo「 th而y caienda「

days

b The superviSO「’s 「equest to extend an empioyee.s 90-day

int「Oductory pe「iOd must inClude a statement 「ega「ding the

empioyee's cu「「ent perfo「mance leveis in ass'gned a「eas of

「esponsibiiIty and 」uStif-CatlOn fo「 extensIOn The superviSO「

must aIso notify the empioyee of the extensiOn, ln W「iting,

befo「e the conciusIOn Of the initlai lnt「Oducto「Y Pe「IOd. 1f

t-meiy notiCe lS nOt P「OVided to the empIoyee' the 「equest wIiI

be denied

lf any int「oducto「y pe「iOd lS lnte「ruPted by an empioyee’s extended

absence due to mediCai 「easons, the lnt「Oducto「y pe「lOd may be

extended the numbe「 of caIenda「 days the empioyee was absent

1 0　　Conve「sIOn tO RequIar Status

a When an empioyee sat'Sfacto「iIy compietes an lnt「Oducto「y

pe「iod, the lmmediate superviSO「 iS 「equ一「ed to submit a

pe「fo「mance app「aiSaI fo「 himIhe「 to the Department of

Pe「sonneI Management aiong w-th the personnei act-On

fo「m ThiS Wi= convert the empioyee’s int「oducto「y status to

「eguia「 status
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b.  if the immediate superviso「 faiis to notify, in Writing, the

empIoyee and the Human Resou「ces Directo「 of the

COnVe「Sion status at the end of any mt「Oducto「y pe‖Od, the

Human Resou「ces Di「eCtO「 iS autho「ized to lnitIate aCtIOn tO

COnVert the empioyee to 「eguia「 status.

1 1　　Re-emDiovment after B「eak in ServiCe

Fo「me「 empIoyees 「ehI「ed after any b「eak in serviCe, a「e

COnSlde「ed new empioyees and wl=　be subJect tO anOthe「

Int「Oducto「y penod 「egardiess of a p「eviOuS COmPietlOn The

exceptions a「e those 「e-emPloyed after a layoff They a「e ehgibIe

fo「 「eInStatement fo「 a pe‖Od of six months after iayoff.

C New Empioyee O「ientatiOn

l New empIoyees a「e 「equi「ed to attend an empIoyee o「IentatlOn

Withln 90 caIenda「 days of empioynent date. AiI supervlSOrS Sha=

aiiow new empIoyees to attend the orientatlOn aS SCheduIed

2　　The new empioyee onentatiOn Shaii InCIude an overvieW Of gene「ai

OPe「ating POlicleS and procedures, emPioyee benefIts, and an

OVervieW Of the Nava」O NatiOn O「ganizational st川ctu「e, and

「eporting 「eIationshlPS

3　　Ali empioyees a「e 「equi「ed to read and affIm ln Wnting that they

a「e famiIia「 With the Pe「sonneI Po=CieS Manuai

4　　Superviso「s a「e 「equlred to p「ovide an empIoyee o‖entatiOn tO

newly hl「ed and什ansferred empioyees ThiS OrlentatiOn Shali

lnClude p「og「am speciflC tOPiCS, SuCh as work unit goais and

Ob」eCtiVeS, Office and workstatiOn 「eguiatlOnS, and 」Ob and

Performance expectatiOnS

D.　　BasiC Wo「kweek

The basIC WO「kweek lS SeVen days - Satu「dav th「ough Eエ避aY Standa「d

hou「s of work for a= employees a「e 4O hou「s pe「 week

Janua「y l, 2015

BasIC Tou「 of Duty

The bas'CtOu「Ofduty isf「om 8 00 am・ tO 12 00 noon and f「om十00 p m

to 500 p m , Mondayth「ough F「iday
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B「eaks

Empioyees a「e entitIed to a midmo「ning and a mid-afte「noon b「eak,

each b「eak tlme nOt tO eXCeed 15 mlnuteS EmpIoyees cannot

accumuIate b「eak tIme

2.　　Standbv Dutv

Certain work ope「atlOnS 「equi「e that empioyees be pIaced on

Standby and avaIIable fo「 duty If caiied, emPioyees 「equI「ed to

remain On duty du「ing eme「gency situatlOnS fo「 extended pe「iods

WIIi 「ecelVe 「eSt and meaI pe「IOds

3　　　Time Reco「ds

Tlme 「eCOrds wiIi be maintained fo「 each empIoyee to accumuiate

and 「eporf the fo=owing: hou「s wo「ked, hou「s absent, hou「s on

approved leave, tyPe Of app「oved ieave, a=d hou「s of unautho「ized

absence TIme 「eCO「ds must be submltted fo「 pay「OiI pu「poses

F.　Aite「natNe Wo「k Scheduies

I Exceptions to the basiC tOur Of duty may be app「OVed by the

Department o「 P「ogram Managers with w「ltten nOtificatiOn and

written wo「k scheduie submitted to the Department of Pe「SOmei

Management, Payro= and RiSk Management

2　　AIte「natlVe WO「k scheduies a「e generaiiy dependent upon the

SPeCifiC WO「king cond-tions and needs of the requesting p「ogram o「

department

Department of Personnel Management w-= be 「espons-bie fo「

deveiop-ng and lSSuIng P「OCedu「es on the types of aite「natiVe WO「k

scheduies avaiiabie (FiextlmeうCOmP「eSSed wo「kweek, Shift wo「k,

」Ob sha「ing, and teIecommutlng)

Vi CLASSIFICATION OF POSITiONS

A.　PoliCy

It lS the poi-Cy Of the Nava」O NatiOn tO eStabIISh and maintain a

cIassificatIOn Pian whlCh g「oups jobs based upon simlia「 dutIeS,

「esponsibiIItIeS, and quaiiflCation 「equI「ementS
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B.　EqulVaiency CIause

As stated ln SectlOn　旧C of thIS POIiCy, the EquiVaIency Ciause iS

eIimInated.　Henceforth, tO eStabIish job desc「iPtIOnSIclassifiCatiOnS,

P「Og「amS muSt.

1　　EstabiISh mlnImum quaiifiCatiOnS fo「 a positiOn (Whethe「 a certaln

numbe「 of years of expe「ienCe, a SPeCifiC educatiOnai 「equi「ement

O「 both) requi「ed as a base=ne fo「 quaIIfiCatiOn aSSeSSmentS, and

2.　EstabIish p「efe「「ed quailfICations fo「 a positiOn (Whether a certaIn

numbe「 of yea「s of experIenCe, a SPeClfiC educatiOnal 「equi「ement

O「 both) ln Seeking the best quaiified candIdate

PosItion ClassiflCatlOn Plan

l Pu「pose

To estabilSh and ciassify positlOnS by assigning offlClai class titles,

P「OVidi=g desc「一PtiOnS Of duties and responsib冊es, determl…ng

qua冊catiOn 「equi「ementS and setting pay 「ates based on dutieS

and responslb冊es

ModiflCations

DiViSions伯epartments wi=　∞0「dlnate With the Depa巾「ent Of

Pe「sonnei Managemen=o modify the posit'On CiassiflcatiOn Pla=

th「ough estabIiShlng neW Classes, reViSing O「 aboi-Shmg eXistjng

Ciasses, Setting new ent「y ieveI 「ates, and othe「 「elated c而ena, aS

necessa「y Fi=al authonty to modify ciassificatIOn Pian lays Mth the

「espectiVe DlViS10n DI「eCtO「 and DiViSiOn Of Human Resou「ces

Di「eCtO「.

Cove「aqe and Exclus10nS

AIi posit'OnS' 「ega「dIess of the source of funding, a「e COVe「ed by

the classiflCatlOn Pian except those deslgnated as Po冊cai aトW川

and tempo「ary accounts

Janua「y工2015

CIassifiCatIOn Of New PositiOnS

I A pos'tiOn muSt be officia=y class'fied befo「e a superv'SO「 Can take

any pe「SOmei actIOn With 「espect to empioyment, t「anSfe「.

P「OmOtiOn, demotiOn O「 Saia「y

2・　The DiViSIOnS/Departments sha= be 「espo=SibIe for evaiuatlng a=d

Ciassifylng eaCh positiOn tO the app「op「Iate Ciass Conside「atlOn
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WiiI be giVen tO the gene「ai duties, taSks, 「eSPOnSib冊ieS, and

quaiificatIOn 「equI「ementS.

3　　The app「OVed ciass tltie, aS designated by Department of

Pe「sonneI Management, Shaii be uti=zed fo「 aIi officiai 「ecords.

4　　The Department of Personnei Management sha= be 「esponsibIe fo「

maintamIng the offlCiaI cIass specifiCations and wi= p「ovIde each

P「Og「am a Set Of the 「eievant ciass specIfiCatiOnS

E.　ReclassiflCatIOn Of ExISting PositiOnS

A posItIOn Can be 「eciasslfied wheneve「 a mate「lai and pe「manent change

in the dutleS and 「esponslblIitIeS Ofthe position occu「s

I Signlficant and pe「manent changes in the duties and

「esponslblIltleS Of the positIOn muSt be 「eported to the Department

Of Pe「somei Management on the app「op「iate fo「m.

2　　A positiOn muSt be o怖cia=y 「eciassifIed befo「e a supervISO「 Can

take any pe「sonnel actiOn With respect to empioyment, tranSfe「,

P「OmOt10n, demot-On, O「 Sala「y The Department of Pe「sonnel

Management sha= be responsible fo「 evaiuatIng and reclass時ng

POSltlOnS With the directIOn and autho「lZatiOn Of the DivISiOn Of

Human Resou「ces DI「eCtO「.

3　　　ReciassIfiCatiOn ShaiI not be used as a means to 「esoIve

Perfo「mance-「elated p「obiems, g「leVanCe issues, 0「 tO take the

Piace of dlSCiPIina「y aCtlOnS・

4　　An empIoyee occupying a 「eClassIfied positIOn Sha= be entitIed to

contmue tO Serve in the 「eclassified positiOn, if the empioyee meets

the quaiIfICatiOn 「equI「ementS and p「ovided that the 「eciassifiCatiOn

actlOn does not 「esult ln the positiOn being 「eCIassified f「om a non-

SenSItive posItiOn tO a SenSitiVe POSitiOn

5　in the event that a positlOn lS 「eCIasslfled f「om a non-SenSitIVe

POSit10n tO a SenS-tiVe POSlt-On, the empIoyee sha= be 「equI「ed to

unde「go a backg「ound check and 「eIevancy assessment as

outIined in SectiOn IV K p「iO「 tO taking any Pe「SOnnei actlOn With

「espect to change ln POSitlOn tItie and sala「y

6.  1f the empioyee -S a 「eguia「 status empioyee, he/she wi= 「etain that

StatuS
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F NotICe Of CIassIfication o「 RecIassification DeciSiOnS

Fo「 each posItiOn Ciassified o「 「eciassified, the Department of Pe「somei

Management wiii issue written nOtlCe Of the deciSiOn tO the P「og「am

Manage「 The decision wiii specify the class to whiCh the positiOn has

been aiiocated and the pay grade assIgned. The superviSOr WI= be

「esponsibie fo「 Initiating the necessa「y paperwo「k to 「eflect the decIS10n・

G Review of CIasslfiCatIOn Or RecIasslflCatIOn DeciSiOnS

The superviSO「 may 「equeSt a 「eView of the cIassiflCatiOn O「

「ecIassifICatiOn deciSIOn by　輔ng a written appeai with the Human

Resou「ces Di「ector The 「evleW ShaIi be conducted by someone othe「

than the pe「SOn making the o「IglnaI ciasslfiCatiOn decISion, and thIS Pe「SOn

Shaii consuit wlth the Human Resou「ces DI「eCtO「 ln COnducting the 「eview

The resuits of the appeai sha= be conside「ed the fInai admlniSt「atlVe

deciSIOn.

H EffectiVe Date of CIasslfICatlOn O「 RecIassifiCatIOn DeciSions

The effectiVe date of ciassiflCatiOn O「 「eCiassiflCatIOn decISions shaii be the

beginning date of the pay perlOd foi10Wing the date of app「oval by the

Department of Pe「somei Management and shaii not be 「et「oactiVe

V=　SAしJ¥RY AND VVAGE ADMINISTRA丁ION

A PoliCy

it lS the poiiCy Of the Nava」O NatiOn tO Pay WageS and sala「ieS that are

COmmenSu「ate With the type of wo「k, the levei of 「esponsibIlity and the

quaIifiCat10nS 「equi「ed fo「 each 」Ob and that a「e compa「abie sub」eC=O

budgeta「y constraIntS, tO 「ateS beIng Paid fo「 slmiia「 wo「k withln the

Nava」O NatIOn and ln Othe「 compa「abie o「ganlZatiOnS, and to p「ovide for

Saia「y ad」uStmentS fo「 Nava」O NatiOn emPIoyees that a「e equltabIe and

COmPetitNe

B AppiiCability

These poIICieS aPPiy to aIi positlOnS and empIoyees, 「ega「dless of the

funding SOu「Ce, eXCePt emPioyees whose 「ates of pay a「e specifiCa=y set

by IeglSIatlOn

SaIa「y and Wage LimitS

I Each positiOn in the Nava」O NatiOn gOVernment iS eValuated uslng a

CiasslfiCatIOn SyStem and is asslgned a pay g「ade whlCh
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estabIishes the vaIue of the posItion in 「eiatiOn tO Othe「 positiOnS

WIthin the Navajo NatiOn gOVe「nment・

The OfficiaI SaIa「y Schedule p「ovides pay g「ade fo「 aii classes・

Each cIass titie is asslgned a pay grade in the approved saia「y

SCheduie Fo「 every pay g「ade, the「e lS a “SaIa「y 「ange’’

P「Og「eSSing f「om minimum tO a maXImum

Janua「y l, 2015

3　　The last step of the pay grade assigned to a posItiOn P「OVIdes the

maximum iimIt emPIoyees w=i be paid fo「 thatjob

Saia「y and Wage Admlnist「atIOn

l.　Each positIOn Sha=　be 「evleWed by Department of Pe「sonnei

Management, CIassified, and asslgned to a g「ade wIthin the pay

st「uctu「e that 「efiects an equitabIe vaiue relative to other

ClassifICatIOnS.

2　　The Department of PersonneI Management w州annua=y estabiiSh

an app「op「Iate Pay St「uCtu「e COnSistent with G 5 he「ein and any

Othe「 pay structu「es necessa「y to ensu「e lnte「nal and extemai

equ'ty based on the cu「「ent ma「ket ave「age

3　　Certain OCCuPatlOnS may COmmand SpeciaI Pay Ranges (P「emIum

Pay) based on p「evaiIlng ma「ket pay ieveis-　Department of

Pe「someI Management iS 「eSPOnSibie for evaiuating eIigIb冊y and

dete「minIng the adjusted ranges

a The speciai 「anges shaii be effective fo「 One fISCai yea「・

b ContInued eIlgibiiity fo「 the speciai 「ate sha= depend on an

annual evaIuatlOn Of market pay leveis.

c If the speciaI pay 「ange iS Iower than the standa「d 「ange,

and range 「eductlOn 「eSuIts in an emPIoyee being above the

maximum SteP, that empIoyee’s pay wilI be f「ozen untii such

time that it fa=s within the estabiiShed range

4　　The Department of Pe「sonnei Management wIli ad」uSt the pay 「ates

of empIoyees at cerfain WO「ksites to 「e¶ect the cost of labo「

dlffe「ence using aPP「OP「late IocalIty Pay data ThlS W=i lnCiude. but

not be llmited to, the Navajo Nation WashIngtOn OfflCe

5　　The Department of Personnei Management may conside「

additIOnai factors such as 「emoteness of wo「ksIte and ha「d to f紺

POSitiOnS in dete「mI印ng and adjustlng Pay

Appolntment Rate

The Department of Pe「sonnei Management is 「esponsibIe for 「evIeWlng
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appojntment rates based on the qua間Cations of the appiiCant COmPa「ed

to the estabiished minimum qua冊Cations fo「 the position.

1.　New empIoyees w川　gene「a=y be assIgned by Department of

Personnei Management to Step “A” of the pay g「ade to which the

POSition is assigned. No empioyee w剛be pald beIow Step “A’’.

2.　App=cants with quaiifICations g「eate「 than those 「equi「ed at ent「y

IeveI may be hi「ed at a 「ate not to exceed the midpoint of the pay

「ange assigned.

F Speciai Rec「uitment Rates

When a= rec「ujtment and seiection p「ocedu「es have been fo=owed and an

appiICant CannOt be 「ec「uited, a SPeCiaI 「ate may be autho「ized. The

authorizatIOn muSt be 「equested in w「iting and app「oved by the Human

Resou「ces Di「ecto「 p「iOr tO 「eCruitment. SpeciaI 「ates a「e subject to

division approvaI and funds avaiiab冊y.

G.　Pay Adjustments

Pay ad川StmentS 「eSuItlng from a p「omotIOn, tranSfe「 or 「ecIassIfication of

a position are effective the pay period fo=owing the date of app「ovaI by the

Department of Pe「someI Management and shaii not be 「et「oactive.

1.　　T「ansfe「

If an empIoyee is t「ansfe「「ed f「om one position to anothe「 in the

Same g「ade (Iaterai) no pay adjustment wi= occur. If t「ansfe○○ed to

a position in a highe「 grade, See G.3 beIow. if t「ansfe「「ed to a

POSition in a lowe「 g「ade, See G.4 beiow.

2.　　RecIassification

a・  If an empioyee’s position is 「eclassmed which 「esuIts In the

assIgnment Of a higher pay g「ade, the empioyee’s pay wi=

be adjusted as outIined in G.3 beiow. 1f the recIassification

「esuIts in the asslgnment of a lowe「 pay g「ade, the

empioyee’s pay wi= be adJuSted as outIined in G.4 beIow; Or

if the g「ade assIgnment 「emains the same, then no pay

adjustment wiIi occu「.

b.　The eIigib冊y date fo「 the next step inC「eaSe Wi= be adjusted

Pu「Suant tO G 6 beIow wheneve「 a pay lnC「eaSe OCCu「S.

Janua「y l, 2015 Page 28



3.　　P「omotion

An empioyee iS P「OmOted when he/she iS mOVed from one posltlOn

to anothe「that is in a hIgher grade. Pay ad」uStmentS Can be made

as foiIows:

a an empIoyee meeting the mInimum qua嗣catiOnS fo「 the new

POS面On Wi= be paid at Step “A“of the asslgned pay g「ade.

b notwithstandlng G.1 above, based on an empIoyee’s

qua冊catIOnS, an lnCreaSe Of up to two steps may be g「anted

and shail not exceed the maximum of the pay 「ange

assigned The empioyee’s ei匂ibiiity date fo「 the next step

inCreaSe Wi= be ad」uSted pu「suant to G 6 beiow

4　　　DemotiOn

An empIoyee is demoted when heIshe lS mOVed f「om one position

to another in a iower g「ade HiS川e「 「ate of pay sha= be reduced to

the same step ln the lowe「 pay grade o「 the entry ievei 「ate of the

Iowe「 pay grade. The saIary ad」uStment ShaIi not be to a 「ate

beiow Step “A"

5　　Gene「ai Waqe Adiustment

Each yea「 the Department of Pe「sonnel Management w川

recommend a Gene「ai Wage Ad」uStment The effectiVe date wiii be

dete「mined by the Department of Pe「somei Management Aii

empIoyees wiii 「eceive that same pe「centage adjustment, With the

exceptlOn Of those assIgned g「ade step code 99A. The Gene「ai

Wage Ad」uStment does not lmPaCt the eIigIbiilty date for empioyee

SteP lnCreaSeS

Step lnc「eases

A 「eguia「 status (fuiI-tlme and pa巾time) empioyee whose

Performance lS rated as ’《SignifICantiy Exceeds Standa「ds” o「
“Outstanding” wi= 「eceiVe a SteP inC「eaSe Pu「Suant tO the foIiowing

a An emp10yee muSt have been ln hIS/he「 Cu「「ent POSltlOn fo「

at ieast six months du「Ing the current 「ating Pe「IOd

b The step inCreaSe Wi= be effectIVe One yea「 f「om the date of

the iast step inC「eaSe O「 On the empioyee’s annNe「Sa「y date,

if the employee is at Steps ‘‘A’i, “B’’∴一C”, “D’’, O「 “E”, tWO

yea「S f「om the date of the last step lnC「eaSe O「 On the

empioyee’s amlVe「Sary date, if the empioyee iS at Steps “F”,
“G”, H”, O「 “I”, 0「 th「ee yea「s at Steps `‘J’’and “K’’ lfthe

empIoyee iS at Step “L”, nO SteP lnC「eaSe Wili occu「

Janua「y l, 2015 Page 29



H.

Ja…a「y l, 2015

7.　Actinq Status Assidnment

a.　An empleyee on ac血g status assIgnnent muSt be

∞mPenSated at the first step of the assigned grade fo「 the

du「ation of the ass喝nment if he/she meets仙e 「equI「ements

Of the position and is app「oved by the Depa巾11ent Of

Pe「SOmeI Management prio「 to the assignment・

b.  1f an empioyee’s current sa「a「y equals o「 exceeds entry ievel

fo「 the acting status positlOn, the empIoyee may 「eceIVe a

One SteP increase fo「 the duration of the assIgnmenし

HoIjday Pay

l.　Any empIoyee who is requi「ed to work on a hoiiday and does work

Sha= be paid at twice his川e「 「eguIa「 rate of pay fo「 hou「s worked

2.　HoIiday pay wi= cove「 Oniy those hou「s worked in one day・

3.　Earty release of emptoyees is not counted as a ho圃ay when

CaIcuIating holiday pay.

Merit Pay Bonus

Merit pay bonus paynents are lump sum payments, eXCiuding appIicable

taxes and deductions, aWa「ded to empioyees fo「 performance.

1.　Cash awa「ds may be gIVen tO eIisibie empIoyees based on thei「

OVeraIi perfo「mance dし両ng the appllCabie 「ating pe「ied.

a.　　Eiiaibi冊V for Me「it Pav

l)　An empIoyee must be 「eguia「 status (fulItlme and

Pa巾-time) with at least one yea「 of continuous service

With the Nava」O Nation and siX mOnths in his/he「

Cunent POSition

2)　An empIoyee must be 「ecommended fo「 me而pay by

the immediate superviSOr and app「oved by the

Depa巾nent of Pe「sonneI Management.

3)　An empioyee must have an ove「a=　performance

rating of “SisniflCantly Exceeds Standards"　o「
“Outsfand ing".

4)　An empIoyee is deemed ineIislbIe fo「 me巾Pay if

he/she teminates empIoyment p「io「 to the

Depa巾Tlent Of PersonneI Manegement’s approvai

5)　An empIoyee must not have 「eceived a step InCreaSe

O「 bonus fo「 the sane 「ating pe‖Od
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2.　Merit bonus payments wiil be p「OCeSSed in aCCO「dance with

PrOCedu「es developed and issued by the Department of Persomei

Management

Bonus Payments

When lt lS dete「mined by the Department of Pe「sonnei Management to be

In the best lnte「eSt Of the Nava」O NatIOn, bonus payments may be

conside「ed and app「oved Department of Pe「SOmeI Management wiiI

add「ess these 「equests on a case-by-CaSe basIS.

Shift Diffe「entiai

Shift differentIai may be paid provided funds a「e avaiIabIe and a 「equest lS

app「oved by the Department of PersonneI Management Shift diffe「entiaI

Wlii be consistent with Ioca=ndust「y p「actiCeS

On Ca=

Department of Pe「someI Management lS reSPOnS‘bie for deveioping and

iSSulng PrOCedures fo「 compensation of empIoyees on cali

M Pay Advances

I An empIoyee may request a pay advance in the foiiowi=g

SituatiOnS’

a When an empIoyee lS 「equI「ed to t「aveI on offlClaI business・

T「aveI must be in acco「dance with exiSting t「aVeI pollCieS.

b Se「lOuS i=ness o「 death in the immediate fam時　See

p「ocedu「es fo「 「equesting `‘eme「gency’’pay advances fo「

se「IOuS liiness or death in the lmmediate famiiy lSSued by the

Office of the Cont「OiIe「

2　　A= pay advances wiIi be deducted 'n aCCOrdance with the cu「「ent

Pay「O= p「OCeSSing・

V川　　0VERTIME

A PoIICy

旧s the poi‘Cy Of the Nava」O Nat'On tO autho「iZe OVertime when necessa「y

to meet essentlaI ope「atlng needs of the Nava」O NatIOn Sub」eCt tO eXiSting

funding and cont「act 「equi「ementS

Janua「y l, 2015 Page 31



B.　Exempt/Non-eXemPt CIassification

Aii positions w川　be cIassified as eithe「 exempt or non-eXemPt tO

detemine eIigib冊y for ove巾me compensation・

1.　Exempt: manage「iai, P「OfessionaI, and administrative positiOnS.

EmpIoyees assigned to exempt positions a「e not eligibIe fo「

OVe請me compensation.

2.　Non-eXemDt: nOnSuPerviso「y o「 Office staff positions. EmpIoyees

assIgned to non-eXemPt POSitions are eIigibie fo「 ove巾ime

COmPenSation.

3.　Department of Pe「SO…ei Management is 「esponsibie fo「

dete「mjnIng the exempt o「 non-eXemPt StatuS Of each position.

C.　Autho「ity to App「ove Overtime

The P「og「am Manage「 may authorize ove巾ime consistent with these

POiicies. Howeve「, P「io「 to wo「king overtime, nOn-eXemPt emPIoyees

must ag「ee to the type of compensation p「efe「「ed, CaSh payment,

COmPenSatOry time off, O「 a COmbination of the two.

D EmpIoyee Notification

The P「og「am Manager shalI notify the empIoyee in advan?e that overtime

is necessa「y and the empIoyee iS eXPected to wo「k. in assigning OVe面me,

the P「og「am Manager wli〃 take into account empIoyee p「eference for

OVe巾me assIgnmentS.　To the extent feasjble, OVertime shaiI be

dist「ibuted equaIiy among fu=-time empIoyees of the same ciassification

E.　Compensation fo「 Ove面me Wo「k

l.　Cash Payment - Wheneve「 an empIoyee js app「oved to wo「k

OVertime, Payment fo「 the overfime must be processed within the

next pay pe「iod ending.

a.　Non-eXemPt emPIoyees shaIi be paid fo「 ovehime at the 「ate

Of one and one-half timeS thei「 「egula「 「ate for hours wo「ked

Which exceed forty hours of actuaI wo「k ln a WO「kweek.

Exception: EmpIoyees engaged in Pubiic safety activities

W川be paid the overtime 「ate for hou「s worked which exceed

eighty hou「s of actuaI wo「k in a pay pe「iod

b.　Non-eXemPt emPioyees sha= be paid at thei「 reguIa「 「ate of

Pay When the actuai hou「s wo「ked is equaI to o「 Iess than 40

hou「s in a wo「kweek. Empioyees engaged ln PubiiC Safety

activities shaIi be paid at thei=eguIa「 「ate when the actuaI
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hou「s worked is equai to or less than 80 hou「s ln a Pay

Pe「わd

C.　A non-eXemPt emPioyee shali be paid for any accrued and

autho「ized ove巾me言nciudlng aCC「ued compensato「y time,

by the wo「k u=it In WhlCh the overtime WaS WO「ked' uPOn

t「ansfe「, Change ln funding SOu「Ce, 0「 te「minatiOn.

2　　Compensatorv丁ime Off

In lleu Of cash payment, an emPIoyee may be eilgibIe to ea「n

COmPenSatO「y time Subject to the foIiowIng

a Fo「 non-eXemPt emPioyees, COmPenSatO「y time Sha=　be

caiculated ln the same manne「 as cash payment ln E,

above.

b.　Compensato「y time Off sha= be a「「anged by the empioyee

and the superviso「 Superviso「s shaii prope「iy account for

Compensato「y time ea「ned and taken by empioyees

c For non-eXemPt emPIoyees, COmPenSatO「y tlme Off must be

taken within 90 days of the time lt WaS ea「ned, OtherwISe

p「ograms a「e 「eq…ed to compensate employees ln CaSh

Payment
A= emPioyee may not acc「ue mo「e than 120　hou「s of

COmPenSatO「y tIme, unless the empIoyee lS engaged in

essential pubilC Safety actMtleS O「 emergenCy 「eSPOnSe

actIVltieS. These employees may acc「ue up to 240 hou「s of

compensato「γ time・ Any overfime hou「s wo「ked in excess of

these llmltS muSt be compensated in CaSh payment unt= the

number of acc「ued hou「s of compensato「y time fa=s beiow

the llmit

F Reporting Of Ove巾me

A= autho「lZed and earned ove巾me and compensatory time muSt be

「eco「ded on the officiai tlme Sheet. OnIy hou「s 「eported on the tIme Sheet

wi= be accepted and approved fo「 cash payment o「 COmPenSatO「y tIme

O什

IX EMPLOYEE BENEFiTS

A・　The Nava」O NatlOn Offe「s seve「aI benefit P「Og「amS fo「 empioyees

El-g-b冊y may be based o= Iength of service, emPioyment status or saia「y

SpecifiC desc「lPt-OnS Of the benefItS a「e aVailabIe from the foIiowi=g

P「og「ams Tr'bai Ret'「ement OfflCe, Empioyee BenefitS OfflCe・ Worke「s’

Comp and Empioyee AssiStanCe Addit'OnaI beneflt P「Og「amS may be

added o「 othe「s deieted as app「OVed.
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Paid Ho=days

I The fo=owlng days shaii be 「ecogniZed as paid hoiidays

New Yea「’s Day

Marfin Luthe「 King Day

P「esident’s Day

Navajo NatiOn Sove「elgnty Day

Memo「iai Day

Nava」O NatiOn Memo「iai Day

lndependence Day

Nava」O NatiOn Code TaIke「’s Day

Labo「 Day

Vete「an’s Day

ThanksgiVing Day

Nava」O NatlOn FamIiy Day

Ch「lStmaS Day

AdditiOnai hoIidays inClude any day

Janua「y l

Thi「d Monday m

Janua「y

Thi「d Monday In

Feb「ua「y

Foし而h Monday in Ap「ll

Last Monday in May

June l

Juiy 4

August 14

Fi「St Monday in

Septembe「

Novembe「 =

Fourth Thursday in

Novembe「

F「iday fo=owIng

ThanksglVing Day

Decembe「 25

designated as a holiday by

federai statute, ExecutiVe O「de「 of the P「esident of the Unlted

States, O「 aCtiOn Of the Nava」O NatiOn Councii, the P「esldent of the

Nava」O Nation, 0「 the Speaker, Nava」O NatiOn CouncII

A= empioyees except tempo「a「y empIoyees a「e el-gibie fo「 paid

holldays

HoIidays faliing On a Satu「day wliI be observed on the p「ecedIng

F「iday HoIIdays fa=lng On a Sunday wiiI be observed on the

fo=owing Monday
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4.　An eiigibIe empIoyee w柵an unexcused absence on no「mai wo「k

days p「'O「 tO O「 after a des-gnated paid hoIiday' WI= not be paId fo「

the hoIiday

5　1f a hoIiday occu「s when an eiigibIe empIoyee iS On aPP「OVed leave,

the absence wiil not be cha「ged agalnst hiS/he「 acc「ued ieave

6-　　An eiigible empIoyee who iS O= a SCheduIed day offwhen a holiday

is observed wiiI be paId at hiS/he「 「egula「 「ate of pay.

7　　An eligibIe empioyee requ一「ed to wo「k on a des'g=ated hoIiday who

does not 「eport to wo「k and 'S nOt eXCuSed' Wi= forfeit the ho=day

Pay

8　　Any emp看oyee who is 「equi「ed to work on a hoiiday and does wo「k

Sha= be paid at twiCe hIS/he「 regula「 「ate of pay (See Section Vil

H) Empioyees wo「king On a holiday wlii not be gIVen equiValent

time o什befo「e o「 afte「 the holiday

C.　Leaves of Absence

Empioyee benefits 'nClude Ieaves of absence See Sect'On X fo「

dISCuSSion on the types of leave

D Staff DeveIopment and T「ainIng

EmpIoyees a「e encouraged to pa巾CiPate ln 」Ob 「eIated t「al川ng tO

enhance job perfe「mance, deveiop and st「engthen skiiIs, and to keep

cu「「ent on specifiC developments and t「ends The Staff Deveiopment and

T「a-nIng P「og「am is 「esponsible fo「 monItO「ing and adminiSte「一ng t「aIning

actiVities

X.　LEAVE ADMiNISTRATION

A.　Generai Leave PoIICieS

l Use of Leave

Empioyees wiii ea「n annual and siCk leave' however' When and

how these leave benefltS a「e uSed iS Sub」eCt tO SUPerviSOry

app「ovaI EmpIoyees shouid keep ln mlnd that the use of Ieave lS

g「anted as a p「iViIege 「athe「 than a 「ight. it should also be cIea「ly

unde「stood tha=eave is g「anted to empioyees at such timeS aS

they can be convenientIy spa「ed f「om wo「k・ Use of Ieave may be

subject to ve「IfiCatlOn and imp「OPe「 uSe O=eave may be denied

Leave may be denied due to the requ一子ementS Of the wo「kIoad'

except as p「OVIded he「eIn
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ADDIiCatlOn fo「 Leave

Except in eme「genCy Ci「cumstances o「 as p「ovided beiow,

appiicatlOn fo「 ieave of any kind o「 du「atiOn muSt be initlated by the

empIoyee ln W「油ng and p「esented to the autho「IZed superviSO「 fo「

approvaI prlO「 tO taking leave If an empIoyee is lnCaPaCitated, the

SuPerviSO「 may PIace the empioyee on app「opnate ieave

3.　　Leave Yea「

The leave yea「 shaiI consist of 26 pay pe‖Ods and shaii begln W剛

the first compiete pay pe「iOd in any gNen Caienda「 yea「 and end

With the 26th pay penod

4　　　Yea「s of ServlCe fo「 Leave Benefits

Yea「s of serviCe ShaiI inCiude aii pe‖Ods of contlnuOuS emPIoyment

With the Nava」O NatiOn Govemment Yea「s of serviCe ShaIi not

lnClude empIoyment with en航IeS, enterPrlSeS, O「 Chapte「s of the

Nava」O Nation ln addition, ServlCe P「iO「 tO a b「eak in ServiCe Wi=

not be lnCiuded unless the break in servlCe WaS the 「esuIt of a

「eduction in fo「ce and the empioyee was 「elnStated w柵n siX

months of the iay off

Paid Leave

l Annuai Leave

Annuai ieave lS authoriZed absence fo「 「est, 「eCreatlOn O「 Othe「

PUrPOSeS When app「oved by the superviSO「.

a Eiiq剛∨

Janua「y十2015

1)　Regula「 status emp10yeeS a「e eiIglbie to acc「ue

annua=eave hou「s

2)　Tempo「a「y empIoyees a「e not eIiglbie_

3)　Empioyees on any type of ieave without pay a「e not

eiigibie

4)　PoiitiCai aトWi= empioyees a「e not eligible

LlmItatIOnS

l)　Empioyees servIng a neW emPioyee lnt「Oducto「y

Pe「10d can acc「ue annuaI leave but cannot use

acc「ued annuai ieave until afte「 they have been

COnVerted to 「eguia「 status
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2)　Te「mInatiOn WIthIn the new empIoyee pe「iod voids a=

acc「ued annua=eave hou「s.

Acc「uai Rate

l)　Eilgibie empioyees wliI acc「ue annuai ieave at the

foiIowIng 「ateS

Y「s of

ServICe

Less than

3 yea「s

3 yea「S tO

12 years

Mo「e than

12 yea「s

Nonexempt

EmpIoyees

Pe「 Pay

Pe「iod

4 hou「s

6 hou「s

8 Hours

Exempt

Empioyees

Pe「 Pay

PeriOd

6 hou「s

8 hou「s

lO Hou「s

2)　ElidibIe reguia「 part-time and seasonaI part-tlme

empioyees acc「ue amua=eave on a p「O 「ata bas-S・

ExtensiOn Of SICk Leave

Annual ieave may be app「oved as an extensiOn Of sICk

leave upon exhaustiOn Of accmed sICk leave

Ca「NOV飢

At the end of each leave yea「, a= hours ln eXCeSS Of 320

hou「s sha= be forfeited Forfeited hours sha= not be pald

Chanqe of EmpIovment Status

l)　An empioyee transfe汀ed to a positlOn in WhiCh annuaI

Ieave does not acc…e WIli be paid fo「 a= acc…ed

amuaI ieave hours eamed in hiS川e「 p「iO「 POSitIOn

2)　An empioyee who transfe「s to anothe「 「eguia「 status

POSit'On Sha= have a= a∞「ued annuai leave hou「s

transfe「「ed
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g Liauidation ofAnnuai Leave

Upon sepa「atron什Om emPioyment, an emPIoyee sha= be

Paid fo「 aii acc「ued annuai Ieave hou「s Payment wiii be

incIuded in the finai paycheck sub」ect tO deductiOnS fo「 any

indebtedness owed to the Nava」O NatiOn

2　　SiCk Leave

SiCk leave lS authonzed time off什om work g「anted an eiigible

empioyee due to: his川e「 own i=ness, lnju「y, O「 dlSabiirty o「 that of

a spouse, Child「en, O「 Pa「entS This inciudes but iS nOt limited to

inCaPaC軸ng) COntagious, O「 Ch「oniC -iiness, d-Sab冊y caused by

P「egnanCy, Chlidb冊I O「 「elated medicai cI「CumStanCeS, i=ness or

inJu「γ that 「equI「eS eXamination, treatment O「 ViSitS tO a liCenSed

PraC個One「, medlCine man Or heaIth-「eiated counseio「 EmpIoyees

「efe「「ed by EAP fo「 treatment, COunSeling O「 tO Other 「esou「ces

may aIso be eIigibie fo「 siCk leave.

a E=qib冊v

l)　Regula「 status empioyees a「e eilgibie to acc「ue sICk

Ieave hours.

2)　Tempo「a「y empioyees a「e not ei喝lbIe.

3)　Empioyees on any type of leave without pay a「e not

eligibIe

4)　Po冊cai aトwi= empIoyees a「e not eIigibie

b LimitatIOnS

l)　EmpIoyees servlng a neW emPioyee int「Oducto「y

Pe「iOd can accⅢe SiCk leave but camot use accⅢed

SiCk leave untii afte「 they have been converted to

「eguIa「 status

2)　l=ness o「 Othe「 medlCal conditrons whlCh exhaust an

empioyee’s sICk leave may 「equl「e that amuai leave

and ieave without pay be used

Acc「uaI Rate

EiIgibie empioyees wIIl acc「ue sICk leave f「om the date of

empioyment at the fo=owIng rateS
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Acc「uaI Rate

EmDiovee Status Pe「 Pav Pe「iod

Regular/SeasonaI FuiI-1lme　　　　　4 Hou「s

Reguiar/SeasonaI Pa巾Ilme　　　　　2 Hou「S

d.　PhvsICian’s Statement

An emptoyee iS 「equi「ed to submit written p「oof of冊ess or

disabiIrty from a physicfan fo「 absences of th「ee o「 more

COnSeCutive work days. If an empioyee’s sick Ieave 「ecord

Wa「rantS, a Statement may be 「equi「ed fo「 le翁than th「ee

days.

e.　Tradit岬

An emptoyee must 「equest and obtain prIO「 aPP「0VaI fo「仙e

absen∞. The emptoyee may be 「equired to submit a w皿en

statement from the medicine man perf。rming the ce「emony

if the empioyee’s absen∞　due to t「aditionaI healing

ceremonies wa汀antS Verification o「 if the ceremony is th「ee

o「 more consecutive work days.

f.　　Ca rrvover

E=gible empIoyees may cany ove「 a= uniimited number of

unused sick ieave hours什Om ieave yea「 to Ieave yea「・

Howeve「, nO emPIoyee sha= be paid fo「 unused sick leave

hou「s upon termination.

g.　Chanqe in EmDlevment Status

l)　An empleyeewho transfe「s to a positlOn in which sick

Ieave does not accrue sha= forfe症aII sick leave hou「S.

2)　An empIoyee who transfe「s to anothe「 reguia「 StatuS

position sha=　have aII acc川ed sick Ieave hou「S

transfer「ed.

h.　Reinstatement of Sick Leave

Sick ieave hou「s shaII orty be 「esto「ed when a fo「mer

empioyee w肌reempIoyment p「eferencx:汗s rehi「ed within siX

months of sepa「ation from empioyment.
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i Forfeitu「e of Sick Leave

TermlnatIOn W冊Im the new empioyee lnt「Oducto「y period

VOids a= acc山ed sick leave hou「s Fo「feited siCk leave may

not be 「esto「ed

3.　　AdminiSt「atiVe Leave

AdminlSt「atiVe leave IS ieave w航pay and may be granted by an

app「OPriate autho「rty of the Navajo Nation in the fo=owing

SItuatiOnS

a Ea「ly 「elease

l)　Eariy 「eiease of empioyees due to ext「ene weathe「

COnditlOnS, O「 any Othe「 「eason determined by the

President, Speake「 or thel「 desisnees to be

approp‖ate Advance notlCe Of eariy 「eIease sha= be

ln Wnting and signed by the P「esident, Speake「 o「

theIr desienees

2)　Eariy 「elease shaiI not appiy to empioyees on ieave,

t「avei o「 whose tou「 of duty does not cove「 the pe「iod

Of the eariy 「eiease

b.　Tempo「a「y ciosure of empioyee work sites or faci仙es due to

envirOnmentaI heaith haza「ds o「 other safety o「 health

「easons AdmInISt「atlVe ieave shali not be g「anted when

a什ected empioyees can 「easonabiy be assigned to

aite「natIVe WO「k siteS

C investigatiOnS

A P「og「am Manage「 may piace an empioyee on

adminiStratlVe leave to inVeStigate aileged mlSCOnduct

SufflCiently senous to ba「 an empioyee f「om the p「em-SeS tO

P「OteCt Pe「SOnS O「 NatiOn reSOurCeS. Such leave may not

exceed fNe COnSeCutlVe WOrklng days

l)  immediate W両ten notiCe Shaii be giVen tO the

empioyee of the Ieave, ltS PurPOSe and du「atiOn, and

SPeC血c reasons the「efore The empioyee sha= be

「equi「ed to leave the p「emlSeS lmmedlately

2)　Upon conciusiOn Of the lnVeStigatlOn O「 the end of the

admIniSt「atiVe Ieave, WhiCheve「 occu「s fl「St, if no

dISCIPIinary aCtiOn lS taken, the empioyee sha= be

aliowed to 「etum to wo「k

Janua「y工2015 Page 40



3)　When disciPIlnary aCtlOn is deemed necessa「Y言t sha=

be taken in confo「mance with the app「opriate

P「OVisions of SectIOnS X帖and XV. he「ein・

4)　ExtensiOnS may be g「anted by the Department of

Personnei Management by 「ecormendatIOn Of the

P「og「am Manage「, but total administrative Ieave fo「

investigato「y pu「POSeS ShaiI not exceed 20 workjng

days

l)　An empioyee summoned o「subp∞naed byany party

Or tribunaI, inCludlng the grleVanCe hea‖ng OfflCe「, tO

be a witness in an official capac時　Sha=　not be

「equI「ed to take leave sinCe the empioyee wiii be

「ep「ese両ng the Nava」O NatIOn Howeve「, the

empioyee must lmmediately lnform the superviso「 of

the p「oposed absence

2)  lf an empioyee iS SummOned to be a witness as a

Private citlZen, 0「 aS a Witness fo「 the aggrfeved party
ln a g‖eVanCe hea…g, the empioyee wiii be

autho「IZed annual leave lf annuaI leave iS

exhausted, leave w冊out pay wI= be used・

e Jurv Dutv

January l, 2O15

Empioyees a「e 「e叩「ed to no据y thei「 SuPerv-SO「 P「OmPtly

upon 「eceipt of a 」u「y SummOnS and subsequent noti∞ tO

serve as a 」u「O「　EmpIoyees summoned fo「 」u「y duty,

inCludlng m冊ary 」u「y duty, WIIi 「e∞iVe thei‥eguia‥ate Of

pay fo「 normai work hou「s, P「OVided the empioyee submits

evIdence of the summons and seiectiOn nOtiCe Fees

「e∞iVed as compensatiOn fo「 ju「y duty shaiI be paid to the

NavaJO Nat-On eX∞Pt When an empIoyee voiunta川y

「equests amua=eave fo「 the pe「iOd of absen∞・ EmpIoyees

wliI be aiiowed to 「etaIn any 「eimbu「SementS fo「

transportatiOn, lodging, meals etc paid by the 「espective

COurt junsdictIOn

Time Off for VotIna

l)　ReglStered vote「s may 「eceiVe autho‖ZatiOn for up to

two hou「s paid absence什om work to vote in a NavaJO

NatlOn, IocaI, State O「 fede「al electiOn The length of

absence wIli be g「anted at the d'SC「et'On Of the

Immediate SuPervISO「

2)　EmpIoyees requi「ed to vote at a poIi 「emote f「om thei「

workstat-OnS may 「equeSt an eXtenSiOn Of the two-
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hou「 Iimit The extensIOn, if g「anted, WiiI be cha「ged

to the empioyee’s annua=eave ThlS eXtenSiOn

lnCludes t「avei time to the poIi but may not exceed

eight hou「s

g P「ofessIOnai LiCenSu「e and Ce間catiOn

l)　An empIoyee may be authonzed adminISt「atlVe leave

to obtain app「opnate 」Ob 「eiated p「ofessiOnaI

iicensu「e o「 cer輔catIOn O「 tO SatiSfy continuing

educatiOn 「equl「ementS tO 「etaln SuCh liCenSu「e O「

Ce巾iflCatiOn

2)　An empIoyee wIIl be giVen twO OPPOrtunltleS tO Obtaln

iicensu「e o「 certiflCatiOn The「eafte「, he/she wlii be

「equi「ed to take annuai leave or leave without pay

3)　Any speclaI conditions 「ega「ding the Iength o=eave,

Payment Of expenses, 「eimbu「sement, g「ades,

emptoyment status, ServiCe tO the Nava」O Nation, etC.

Wiii be a「ranged between the P「og「am Manage「 and

the empIoyee.

unpaid Leave

l ADD「OVed Leave V¥周hout Pav

Janua「y l, 2015

Leave w柵out pay not to exceed 15 worklng days may be g「anted

by the supervISOr Requests fo「 leave without pay exceedIng 15

WOrking days must be supported by a w両ten 「ecommendatiOn Of

the superviso「 and app「oved by the DiViSiOn Di「ecto「 Except fo「

family and medICai Ieave, a…uai o「 siCk leave, if appIiCable, muSt

be exhausted befo「e ente‖ng aPP「OVed leave without pay status

Conside「atlOn ShaIi be giVen tO the ments and ci「CumStanCeS

togethe「 with the p「og「ammatlC OPe「ations.

Unautho「lZed Absence

V¥川en an empIoyee is absent without authorlZat-On, the empioyee

Wiii be cha「ged with absence without app「oved leave and may be

Sub」eCt tO diSCiPiinary aCtion lf the absence lS later app「0Ved, the

Charge to absence without app「oved ieave may be changed to the

approprlate ieave

DISCIDiina「V ActiOnS

An empioyee piaced on suspensiOn iS gene「aiiy conside「ed to be

On ieave without pay status, howeve「, a SuPerviSO「 may Piace an

empioyee on a working pald suspensiOn Annuai and siCk leave do

not have to be exhausted
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EducatIOnaI Leave

EducatiOna=eave may be granted when an empioyee en「oiis as a

fu=-time Student in an acc「edited educatiOna=nStitutlOn.

a The pu「pose of educationai Ieave lS tO enhance an

empioyee-s 」Ob perfo「mance and therefo「e must be job

「eIated A=　requests sha=　be app「oved by the P「og「am

Manage「

b EducatiOna=eave sha= be wlthout pay uniess the P「og「am

Manage「 and empIoyee ag「ee that annua=eave may be

used

C Reguia「 fuiI-time empIoyees are eiIglble fo「 educatlOnaI

leave up to one semeste「 (O「 equlVaIent) pe「 academIC yea「

P「OVlded they have th「ee yea「s of continuOuS emPioyment

With the Navajo Nation Gove「nment.

d An empIoyee on app「OVed educatiOnai ieave shall maintain

「eguia「 fu=-tIme StatuS

Upon completion of educatIOnai ieave, an emPioyee shail

「etu「n to hISIhe「 posItlOn.

Famiiy and MediCaI Leave

FamiIy and medICai ieave of absence is app「oved unpaid leave ava'iabIe

to eIigibie empIoyees fo「 up to slX mOnths pe「 yea「 unde「 partiCuIa「

ci「CumStanCeS that are c「itiCai to the life of a famliy

l FamiIy and mediCai leave may be taken onIy 'n the foIiowing

situations.

a.　upon the b而h ofthe empIoyee●s chiId,

b upon the pIacement of a chiId with the empioyee for adoptIOn

O「 foste「 Care,

c when the empIoyee 'S needed to care fo「 hiS/her ch'ld’

spouse, O「 Parent Who has a se「iOuS heaith condItIOn' O「

d.　when the empIoyee 'S unable to perfo「m the functions of

his/her pos-tlOn because of a se「ious heaIth cond't'O=・

2　　　LimitatiOnS

a The fi「St th「ee months of ieave a「e nondlSC「etiOna「y; if the

Ieave lS requeSted consiStent With these poiic-eS’ the

SuPerviSO「 muSt aPP「OVe the leave.

b The second th「ee month pe「'Od　'S diSC「etiona「y The

superviso「 has the autho「ity tO aPP「OVe/disapp「ove the

ieave Reason(S) fo「 the addltIOna=eave 「equested must

meetthe c「lteria he「eIn and be based on l a-d above.
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3.　　EiiqibiiitV

ReguIa「 status empIoyees who have been empioyed fo「 one yea「

a「e eIigibie fo「 famIly and medICa=eave

4　　　Basic RequIatiOnS and ConditIOnS

a EmpIoyees a「e 「equi「ed to submit medlCai cehiflCat-On tO

SuPPOrt a Claim fo「 Ieave fo「 an empioyee’s own se「IOuS

heaIth condition or to ca「e fo「 a se「iousIy liI chiId, SPOuSe, O「

Pa「ent

b Spouses who a「e both empIoyed by the Nava」O NatlOn may

take a totai of six months of ieave (rathe「 than siX mOnths

each) fo「 the b而h o「 adoptlOn Ofa chIid o「 the care of a sICk

Pa「ent, Sub」eCt tO the limitatiOnS ln D.2 above

C When the need fo「 Ieave is foreseeabie, SuCh as the bi巾h or

adoption of a chiId, 0「 Piamed medicai t「eatment, the

employee must p「ovIde notlCe aS far in advance as

P「aCtiCabIe, and make efforts to schedule leave so as not to

diS「uPt P「Og「am OPe「ations

d in cases of l=ness, the empIoyee wi= be 「equired to report

Pe「iodicaiiy to the lmmediate SuPerviSO「 On hisIhe=eave

StatuS and intentlOn tO retu「n tO WO「k A medicaI ce面fiCatiOn

iS 「equI「ed to 「esume wo「k

e・　Upon 「etu「n f「om famiiy and med'Cai ieave, an emPloyee

Sha= 「etu「n to the same positiOn

f Du「ing the empIoyee’s absence, hlSlher posltIOn may be

fliIed on a tempora「y basiS

g An empIoyee’s faiiu「e to 「etu「n to wo「k afte「 the du「atiOn Of

approved famiIy and mediCai ieave and any othe「 autho「lZed

Ieave, Sha= be deemed a 「esignatiOn

h Department of Pe「sonneI Management lS 「eSPOnSibie fo「

deveIoping and lSSuing P「OCedures on family and mediCaI

ieave

5　　Status of EmpioYee BenefitS Du「inq Leave ofAbsence

a Any empIoyee who iS g「anted an app「oved ieave of absence

unde「 thiS POilCy Sha= p「ovIde fo「 the 「etentiOn Of g「oup

inSuranCe COVe「age by a「「anglng tO Pay hiS/her premlum

COnt「ibutIOnS du「ing the perlOd of unpald absence

b An empioyee wiii not lose serviCe C「edit WIth the Nava」O

NatIOn aS a 「eSuIt of the fam=y and mediCai leave, but

he/she wiii not accrue annuai o「 sICk Ieave and lS nOt eilglbIe

fo「 paid hoiidays.
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E Fu「Iough

Fu「lough lS the pIacement of a Seasonal empIoyee IntO temPO「a「y nOn-

duty non-Pay (ieave wlthout pay) status due to lack of wo「k, CIosu「e of

faciIities fo「 a spec洞c pe「iOd o「 time, O「 Ciosu「e due to ci「CumStanCeS

beyond the cont「oi of the program

l.　Seasonal empioyees may be eiiglbIe fo「 furiough status upon

VerifiCatlOn Of continued funding fo「 the next season o「 inte「mIttent

empIoyment

2　　EmpIoyees wiIl be p「OVlded written notlCe f「om the Program

Manage「 of the furIough 15 calenda「 days p「iO「 tO the beglnnlng Of

the fu「lough pe「iOd. The not-Ce W‖=ncIude the e什ective date of the

fu「iough, the date to 「etu「n to duty and pay status

3　　The P「og「am Manage「 shali aiso p「ovide w「itten not-fiCatlOn tO eaCh

empIoyee on fu「Iough status of the date to 「etu「n to duty 15

calendar days p「IO「 tO the effective date of 「etu「n

4　　Each empIoyee sha= be p「OVided a 「eco「d of hiS/he「 acc「ued

annuaI and siCk leave hou「s befo「e golng On furlough status ThIS

acc「ued ieave w川be maintained unti=he empioyee 「etums to

active duty and pay status o「 IS SeParated f「om empioyment

5　　To retaln hIS/he‥eguia「 status, a SeasonaI empIoyee on furiough

may oniy obtain tempo「ary empIoyment wlth the NavaIO Nation

du「ing the furiough pe「lOd ifthe empIoyee does not wiSh to 「etu「n

to the p「og「am pIacing him/he「 o= fu「Iough' a reSlgnatiO= muSt be

submItted and p「ocessed to ciea「 the empIoYee tO Obtain Other

empIoyment

6　　EmpIoyees p「ov'ded w「itten nOtIflCatiOn tO 「etu「n tO WO「k and who

fai- to 「eport by the estabiiShed 「eturn to duty and pay status date,

may be sub」eCt tO te「mlnatiOn

7　Insu「ance p「emiumS muSt be paid for the fu「iough pe「iOd Upon

notIfiCatiOn Of fu「iough, the p「og「am and affected empioyees can

make a「「angements fo「 payment of p「emlumS WIth the EmpIoyee

BenefitS OfflCe

8　　These po=cieS do not appiy to othe「 categorieS Of empIoyees

9　　The pe「iOd of fu「Iough ca=nOt eXCeed slX mOnths f「om the date of

fu「Iough
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X上　　EMPLOYEE PERFORMANCE APPRAISAL

A.　PoIicy

The poIiCy Of the Navajo Nation is to encou「age and promote optimal

empIoyee perfo「mance usIng P「Og「am management ObjectlVeS. Eve「y

empIoyee must 「eceive a performance app「alSai at least once a yea「.

B.　Purpose

丁he pu「pose of the EmpIoyee App「aisaI is to evaIuate past job

Perfe「mance and set standa「ds fo「 future perfo「mance.

C.　Duties and Responsib紺tjes

l.　Supervisors sha= be 「esponsible for evaiuating past perfo「mance

Pu「Suant tO P「OCedures issued by Depahment of Pe「sonneI

Management.

2・　At the begimIng Of each 「eview pe「iod, SuPerviso「s wI=　be

responsibie fo「 estabiishing spec桐c objectives and perfo「mance

Standa「ds consistent with p「og「am objectjves and cur「ent job

desc「iption.

3.　Department of Pe「sonneI Ma=agement Sha= issue p「ocedu「es

「egard-ng Perfo「mance appraisaIs and estabIish 「eview pe「iods and

timelines fo「 submission of appraISaIs.

4.　Department of Pe「sonnel Management shail monito「 the compIetion

Of empIoyee perfo「mance app「aisals.

5.　Superviso「S a「e 「eSPOnSibie fo「 ensu「ing that perfe「mance

app「ajsais a「e subm皿ed fo「 a= empioyees by the estabIished

deadIine date. Fa=u「e to submit app「aisaIs by estabiished deadIine

date w川「esult in disapprovaI of step -nC「eaSe and/0「 discipi-na「y

action.

D.　Unsatisfactory Performance

An empioyee whose job perfe「mance lS unSatlSfacto「y is su切ect to

discipIInary aCtion as set fo巾h in the Tabie of PenaIties.

E Me両Pay

Perf。rmanCe eValuations serve as the basis fo「 awa「ding me「it pay. Me「it

Pay P「OVisions a「e set fohh at Sectio= V=工1-2 he「ein. The Department of

Pe「sonnel Management w帖ssue p「ocedures
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XiI CHANGES iN ASSiGNMENT

A.　PoIicy

The Nava」O NatlOn may, at ltS diSC「etion, lnltiate o「 app「ove changes in

assignment Of empIoyees f「om one posltIOn tO anOthe「 or f「om one

WOrksite to anothe「 Pu「suant to SectiOn lV K, emPioyees appiylng fo「 o「

beIng COnSide「ed fo「 a change in aSSlgnment that 「esui白n movement f「om

a non-SenSitiVe POSitjon to a sensltIVe POSitIOn ShaiI be sub」eCt tO the

「equi「ed backg「ound check and suitabiIity aSSeSSment

AppIicab冊y

These poiICleS aPPiy to ali 「eguia「 status empioyees.

T「ansfers

A= t「ansfe「 deciSiOnS WIIi be made m aCCO「dance wlth appiiCabie laws and

Navajo Nation policies, P「OCedu「es, 「Uies and 「eguiatiOnS To the extent

POSSIbIe, P「og「am Ma=age「S Wi= make t「ansfers that a「e voiunta「y.

1　Int「a-departmental T「ansfe「

Janua「y l, 2O15

a A P「og「am Manage「, uPOn Submittal of a w皿en request and

app「ovai by the Department of Pe「SOmeI Management' may

t「ansfe「 a regula「 status empIoyee to a posItion in the same

Pay g「ade

b A P「og「am Manage「, uPOn Written 「equest by a 「eguia「

status empIoyee and app「ovaI by the Department of

Pe「sonneI Management, may t「anSfe「 the empIoyee to a

POSition in the same pay g「ade

I nte「departmentaI T「ansfe「

A 「eguIa「 status empioyee may t「ansfer to a positlOn in the same

pay g「ade in anOthe「 department upon w「itten 「equest by the

empioyee and approvai of the cu「rent P「og「am Manage「 and the

ga一…ng P「ogram Manage「 as we= as the Department of Pe「SOnnel

Management

QualifICatlOnS

An emp-oyee shaii possess the knowiedge' SkiIis and ab-=t-eS

「equi「ed fo「 the posit-On aS 'dentified 'n the class spec'flCat-On fo「

the poslt-On tO WhiCh t「ansfe「「ed

T「ansfe「s a「e not finaI u=til app「oved by the Department of

Pe「sonnei Management
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5　　An empIoyee sha= not be t「ansfe「「ed du「ing an lnt「Oducto「y pe「IOd

6.　　T「ansfe「 of FunctlOn

In the event that, by iegiSiatiVe aCtlOn Or OtherwiSe, Part O「 a= of the

functiOnS Of a p「ogram a「e t「ansfe「「ed to another dIVIS10n Or

department the affected empIoyees of the t「ansfe「…g P「Og「am

Shaii be accepted as transfe「s by the 「eceiVlng dlVISiOn at the same

Pay g「ade

P「omotIOnS

l.　Job vacancieS may be fI=ed by p「omotiOn When p「actiCable and ln

the bes白nte「est of the Navajo NatiOn

2・　It iS the empioyee’s 「esponsIbiIity tO Pu「Sue P「OmOtiOn by

a attaI川ng the necessa「y skIiis, t「alning, educatiOn and

P「OfessiOnai ce巾flCatiOn, and

b submittlng a lette「 of inte「eSt tO the superviSO「 and an

updated appiICatiOn for empioyment and 「esume to the

Department of Pe「someI Management

3　　The supervlSO「 iS 「eSPOnSibie fo「 submitting a W「itten JuStiflCatiOn

fo「 p「omotion to the Department of Pe「sonnei Management

4・　The Department of Pe「sonneI Management upon dete「minat10n

that the empioyee meets the 「equi「ementS Of the positlOn, W川

app「OVe the p「omot-O= and the saia「y

5　　P「omotiOnS do not become effective untii finai app「ovai lS Obtained

f「om the Department of Pe「sonnei Management

DemotiOnS

l lnvoiunta「Y - An empIoyee may be demoted fo「 cause o「 as a resuit

Of diSCiPi-na「y aCtiOn based on wo「k pe「fo「mance pu「suant to

SectiOn X=i B he「eln Notw-thstand一=g SectiOn XiVA lnVOiunta「y

demotions are g「ieVabie actiOnS.

2　　VoIuntary G「ade Dec「ease 」 An empIoyee may 「equest a change

in aSSlgnment tO a POSitiOn WIth a lowe「 pay grade The empioyee

Sha= possess the knowiedge skiiis, and abiIities 「equi「ed of the new

POSltIOn An empIoyee iS nOt eIigibie to g「ieVe O「 aPPeai an

app「OVed voIunta「y demotlOn.
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DemotiOnS a「e Pe「manent Pe「SOmei actlOnS uniess stated

OthenNise

Actlng Status Assignment

An acting StatuS aSSIgnment uSua=y lnVOIves assignlng a regula「 status

empIoyee to a supervisory position du「ing the extended absence of an

incumbent o「 a positiOn VaCanCy. An acting status assignment ShaIi not

be less than 3O caIenda「 days and shaiI not exceed 180 caienda「 days・

Acting StatuS aSSlgnmentS muSt have the p「IO「 aPP「OVaI of Department of

Pe「sonnei Management

l.　An acting status assignment muSt be voiuntary The empioyee

must meet the requI「ementS Of the positlOn tO Which he/she lS

beIng aSSigned

2　　The 「equest for acting status assIg=ment muSt be in w「lting a=d

Submitted to the Department of Pe「sonnei Management for

app「ovaI The 「equest shalI inCiude the foiiowing

a the natu「e, time pe「iod and expected 「esults of the

assignment,

b assigned dutleS and 「esponsibiIitleS,

c　「epo巾ng reiatiOnSh-PS, Signatu「eS Of the app「op「iate

SuPerviSO「S and the empIoyee;

d the app「op「iate sala「y adjustment fo「 the pe「iOd of

assignment, and

e an updated appI'Cation and 「esume of the empIoyee bei=g

conside「ed for the acting StatuS aSSIgnment

3　　The Department of Pe「someI Management upon dete「mination

that the empioyee meets the 「equi「ementS Of the posltlOn Wi=

app「ove the ass'gnment and the effect'Ve date

4　　An empioyee who compIetes an actIng StatuS aSSignment Wiil

「etu「n to hiSlhe「 p「eviOuS POSit-On and 「esume reguIar dut'eS at the

P「eViOuS g「adeIstep

5.　Addit10nai compensat-On fo「 act'ng StatuS aSSignments IS COVe「ed

unde「 SectIOn V仕G 7 he「eln

G.　Speciai AssIgnmentS

A 「eguIa「 status empioyee may be assigned to a spec'aI detaIi fo「 not less

than 30 days and not to exceed 180 caienda「 days, When lt’s determined

to be in the best lnte「eSt Of the NavaiO NatiOn The Department of
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Pe「someI Management on a case-by-CaSe basIS Wl= app「ove speciaI

assignmentS

I A w「itten 「equeSt muSt be submitted to the Department of

Personnei Management and shali inciude

a　」uStifICatIOn fo「 the speciaI assignment, the time PerlOd, and

expected 「esuIts of the assignment,

b the asslgned dutieS and 「esponslbliltleS Of the empioyee

du「Ing the specIai asslgnment,

C　　「ePOrtlng 「elatlOnShips and signatu「eS Of the app「op「iate

SuPerviSO「(S) and the empIoyee

An empioyee on speciaI assignment WiiI not 「eceiVe additiOnai

COmPenSation

Upon completiOn Of a speciai assignment, an emPioyee w川「esume

hISlhe「 「eguIa「 dutIeS

H Change in Wo「kslte

l A change in WOrksite is st「lCtiy llmited to movlng an emPIoyee from

One IocatiOn tO anOthe「 withIn the same p「og「am A change in

account numbe「 may be necessa「y but the「e shali be no changes

to the empIoyment status, tItie o「 saiary

2　　A change in WO「ksite may be voiunta「y o「面tiated by the

SuPe「ViSO「 tO enSure effective and effiClent OPe「atiOnS

3　　A change in WO「ksIte ShaIi not be used fo「 diSCiPiina「y 「eaSOnS

4　　A change in WO「kslte may be tempo「a「y or pe「manent

5　　A 「equest fo「 change ln WO「kslte Of an empioyee must be submitted

to the Huma= Resou「ces D一「eCtO「 Outi-n-ng the foiIow-ng

a the reason(S) for the change -n WO「ksite, the time pe「iOd and

expected 「esuits ofthe asslgnment, and

b・  「ePOrting reiatiOnShiPS, and

C Signatu「eS Of the app「op「iate SuPe「ViSO「S and the empioyee

X川　DISCIPLiNE OF EMPLOYEES

A PoilCy

The po=Cy Of the Nava」O NatIOn lS tO eStabilSh and maintam Standa「ds of

empIoyee conduct and superv'SO「y P「aCtiCeS WhiCh w'ii support and
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P「OmOte effective p「og「am operatIOnS.　Such p「actICeS inCIude the

administ「ation of consIStent and const「uctlVe emPIoyee dlSCiPiIne

Gulde fo「 DiSCIPIina「y Action

Superviso「s at ai=evels a「e expected to assume responsib冊y fo「

repo巾ng and l川tiatlng P「OPe「 aCtIOn 「ega「ding emPioyee mlSCOnduct,

unsatlSfacto「y wo「k pe「formance, O「 Violation of pe「sonnel poIicies or

reg uiations.

1　　EmpIoyees, lnCiuding supervISO「S, Whose 」Ob perfo「mance o「

COnduct iS unSatisfacto「y, O「 Who vioIate the law, NatiOn POIiCleS,

P「aCtICeS, 「uies, O「 「eguiatiOnS a「e Sub」eC=O dISCIPiina「y actiOn

consistent with the Tabie of PenaitIeS.

2　　Supe「viSO「S Shouid 「efe「 to the TabIe of PenaitieS Or the

Department of Pe「sonnel Management fo「 assiStanCe in lnItiating

diSCipIlna「y aCtiOn

Autho「ity tO AdmInISte「 DISCiPiina「y Action

l.　P「og「am Manage「s (See deflnit10n SeCtiOn) shaiI have the authorIty

and 「espons酬ity tO admlnISte「 aPP「OP「late diSCIPIlna「y aCtiOn fo「

vIOIations of law, NatiOn POliCieS, P「aCtiCeS, ruies and reguIations

2　　When superviSO「S fai=o admlniSte「 PerSOmeI poIicieS Or initIate

dlSCiPiina「y aCtiOn, the Human Resou「ces Di「eCtOr Shaii notify the

supe「viSOr's super-O「 The Human Resou「ces D-reCtO「 may aIso

mltlate aPP「OP「late dISCiPIIna「y aCtIOn againSt the supe「vISO「 and/o「

hiSIhe「 supe「io「.

Documentation

l Aii disciPiina「y aCtions shai看be documented ln W「ltIng by the

SuPervISO「

2　　DocumentatiOn Of diSCiPiInary aCtions wIIi become part of the

empIoyee●s pe「sonnel 「eco「d subject to G 2 beIow・ SupervlSO「S

admlniStering d-SC'PiInary aCt-On Sha=　p「ov-de cop'eS Of such

actiOnS tO the Department of Pe「sonnei Management

NotiCe

NotiCe Of diSC-PIinary aCtlOnS Shouid be hand deliVered wheneve「

p「acticabie o「 sent by certified maii Notice by certified maiI shali be

e什ectlVe uPOn dei'Ve「Y Of not'Ce by the U S PostaI Serv-Ce・
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Contents of DISCIPIina「y Notice

The diSCipllna「y nOtice shaii be in w「iting' di「eCted to the empioyee and

Shaii contain

l an app「oprIate identIfICat-On Of the party includlng POSitIOn tItie and

department, and

2　　the date(S) on whlCh the viOlat10n(S) occu「「ed, O「 Whe「e such acts

a「e of a contInuing natu「e and a「e the basIS for the disciPllna「y

actlOn, the pe「iod oftime When the acts occu「「ed, and

3　　a refe「ence to the Tabie of Penalties rega「dIng the offense(S)

COmmitted and the penaity ImPOSed, and

4　　a ciea「 and concISe Statement Of the facts constituting the aiIeged

ViOiatlOn(S), and

5　　an expianatIOn Of the empioyee’s 「ight to appeai the diSCIPiIna「y

actiOn Pu「Suant tO SectlOn XiV EmpIoyee G「IeVanCe, and

6　1f hand deiiVe「ed, the empioyee-s acknowiedgment of receiPt Of the

notlCe, O「 if empioyee 「efuses to acknowIedge, the notation that

empioyee 「efused to sign and the date

G Table of PenaitieS

Those 「espons-ble fo「 the admlniSt「atiOn Of diSCIPline muSt be firm,

lmPe「SOna上and free f「om p「e」udiCe in the lnte「eSt Of adminiSte「ing

」uStiCe aS unlfo「miy as possible ln aCCO「dance with the poiiCieS Stated, a

Tabie of PenaitIeS IS lnCO「PO「ated herein

l in cases of less se「lOuS Perfo「mance andIo「 conduct lSSueS,

SuPerviSO「S a「e enCOu「aged to diSCuSS SuCh defiCiencleS With thei「

empIoyees befo「e initiating any fo「maI diSCiPilnary aCtiOn under the

Tabie of PenaitleS

2　　A 「ep「lma=d may aiso be app「op「'ate fo「 less ser'OuS O什enses p「iOr

to taking formal actiOn・ Such actiOn may nOt be g「ieVed unde「 thiS

SeCtiOn Of the Manual, nOr WiIi lt be inCiuded ln the empIoyee’s

Pe「SOmei flie maintained by the Department of Persomei

Management Howeve「, a W「itten 「eP「imand may be maintained by

the depa巾ment o「 P「Og「am iSSuing the notlCe

Janua「y l, 2015

Supe「viSO「S Shaii be specifiC ln desc「ibing the tIme Pe「IOd

COnStituting an empIoyee’s suspensiOn, and shai=nClude both the

dates and hours when the suspensiOn begInS and ends Hoildays

ShaIi be counted in computing the suspensIOn Pe「iod.
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SuspensiOnS imposed unde「 the TabIe of PenaitieS a「e gene「a=y

Without pay, and requi「e the empioyee to 「emaln aWay from the

WOrkpiace du「ing the pe「IOd of suspensiOn At the diSC「etion of the

SuPervlSO「, an emPIoyee may be pIaced on a wo「king paId

SuSPenSiOn. Du「ing the pe「iod of suspension, the empioyee shaii

COntinue tO Ca「「y Out hiSIhe「 「eguIa「 dutIeS at the wo「kpIace・ A paid

SuSPenSiOn iS g「ieVabie.

In additlOn tO the penaities IISted, emPIoyees a「e 「eminded that

depending upon the offense(S) commItted, they may be sub」eCt tO

P「OSeCutlOn under Nava」O Nation o「 other appIICabIe laws andIo「 be

deemed inei-gIbie fo「 futu「e empIoyment wlth the Nava」O NatiOn.

Employees who vioIate Nava」O NatIOn O「 Othe「 appIicabIe laws may

aiso be sub」eCt tO Penait-eS P「OVIded fo「 in those laws Such

vIOiatIOnS may O「 may nO=ead to dlSCiP冊ary action by the

SuPervlSO「

Fo「 those empioyees paid by a cont「act o「 g「ant' Whe「e the fundlng

sou「ce 「equi「eS g「eate「 disciPIIna「y meaSu「eS than those outIined

in the TabIe of Penalties, 0「 PenaItieS Othe「 than those IiSted, SuCh

diSCIPlina「y aCtion may be 'mPOSed co=Sistent wIth the funding

SOu「Ce 「equl「ement

Whe「e one set of ci「cumstances warranting diSCiPIinary aCtiOn

viOiates more than one o什ense listed ln the TabIe of PenaItIeS,

superviso「s must aiIocate the totaI penaity amo=g eaCh separate

Offense cha「ged

Fo「 example言f an empioyee IS Cha「ged with th「ee sepa「ate

offenses, and the penaIty fo「 all th「ee o什enses totais ten wo「king

days suspensjo=' the supe「viSOr muSt aIiocate the ten days among

aii three o什enses.

9　　EmpIoyees sha-i =Ot be penal-Zed fo「 muItlPIe offenses a「ising f「om

the same conduct or event
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TABLE OF PENAしTIES

OFFENSE �FIRST �SECOND �THIRD PENAしTY �PENAしTY �PENAしTY 

1.Theftofp「OPerty �Removal � � 

Removai � � 

3.Soiicitationo「acceptanceof �Removai � � 

Removal � � alterationofanvNation「eco「d 

5.Faisestatement(S)ofmate「jai �Removai � � 

factinempioymentappiicationo「 

6・MaintainlngSeCOndo「OutSide �Removal � � 

empIoymentwithoutprope「 

approva=ncluding,butno川mited 

to,hoidingasaIa「iedelectedofftce, 

Self-emPIovment,etC. 

7.Cont「actmgo「recommendinga �Removal � � 

COntraCtWithapartywherethe 

empIoyeehasanequityo「othe「 

beneficialinte「est,iimitedoniyto 

empioyeeswhohaveinfiuenceove「 

thecont「actinaprocess 

8.F「audand/0「COnSPiraCytO �Removai � � 

9.Pe申「ylnCOurtO「beforean �Removai � � 

OfficiaiNavaJONationbodyo「 

t「lbunai 

10・Conceailng,「emOVlng, �RemovaI � � 

mutiiating,Obiiterating,O「 

dest「oyingNavajONationreco「dso「 

documentswithoutauthorizatlon 

11‘Abuseofo怖ceorposition �Removal � � 

12.Fa血「etodirectlycaiior「epoh �Removal � � 

totheimmediatesuperviso「fo「 

three(3〉consecutivewo「kingdays 

13.Planning,initiatingparticipating �Removal � � 

ino「otherMSeaidingo「assistingin 

theconductofanyrioto「uniawfui 

14.Failu「etocompietethe �RemovaI � � 

backg「oundcheck「equiredby 

SectjonIV.K. 

15.Eg「egiousmisconductwhich �Suspension(upto30 �Removal � 

CaiIsmtoquestionone’sfilnessfo「 

COntmuedempIoymentinthat �WOrkingdays), 

POSitionwiththeNavaJONaくion. �Demotion,0「Removai 
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TAB」E OF PENALTIES

OFFENSE �「IRS丁 �SECOND �THIRD 

PENALTY �PENALTY �PENALTY 

Suspension(UPtO30 WO「kingdays)o「 Removal �RemovaI � 

17.aOperatingatrlbaivehicleunde「 �Removal � � 

17.bOperatlngavehicleunde「the �Suspension(upto30 �Removal � 

influenceofaIcoho10「Othercont「Olled �WO「kjngdays)o「 

Substance(exceptwhencont「O=ed �Removal 

Substanceisusedasp「escrjbed)・ 

18.MaliciousdamagetoNatlon �Suspension �Removal � 

PrOPertyincluding,butnotlimitedtol �(15-30workingdays)o「 

聾2埴生∨旦Pdalism,etC・ �Removal 

Removal � 
19.Violationofanyp「0Vision 

containedinSectionXVi.E,D「ugsand �Suspension(15-30 

AIcoho=ntheWo「kpiace �WO「kingdays)0「 Removal 

2O、Faiiu「etoabidebypoiiciesand �Suspension(UPtO15 �Suspension(upto3O �Removal 

standa「dsadoptedinacco「dancewith �WO「kingdays)o「 �WO「kingdays)o「 

SectioniC �尺emovaI �Removal 

2十Endange「ingthephysicalwe=一 �Suspension �Suspension �Removal 

beingofanyindlvidualmciuding,but �(upto15wo「kingdays) �(upto30wo「kingdays) 

no川mitedto,th「eatsof,0「aCtual �O「Removal �0「Removal 

violence 

22.DiscIosingCOnfidentialNation �Suspension �Suspension �Removai 

info「mationtounauthorizedperson(S) �(upto15wo「kingdays) �(upto30wo「kingdays) 

O「Removal �O「Removai 

23,MisuseofNationpropertyor �Suspension �Suspension �Removal 
ServlCeS �(upto15workinqdavs) �(upto30wo「kInqdavs) 

24.Insubo「dination,inciudesviolation �Suspension �Suspension �Removal 

ofanvpo=cvcontainedinthismanual �(upto15wo「kingdavs) �(upto3Owo「kinqdays) 

25.Neglectofduty �SuspensIOn �Suspension �Removal 
(upto15wo「kinqdavs) �(upto30wo「kinqdavs) 

26.Unautho「izedabsence �Suspension �Suspension �Removal 

(uptolOwo「kingdavs) �(upto30wo「kinqdavs) 

27.Excessiveabsenteeism言ncluding �Suspension �Suspension �RemovaI 

ta「diness �(uptoIOwo「kingdavs) �(upto30wo「kinqdavs) 

28.Unsatisfacto「ywo「kperfo「mance �Suspension �Suspension �Demotion 

(uptoIOwo「kingdays) �(UPtO30wo「klngdays) �　O「 Removai 
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TAB」E OF PENALTIES

OFFENSE �「iRS丁 �SECOND �THiRD 
PENAしTY �PENALTY �PENALTY 

29.Fa血「etocompleteperformance �Suspension �Suspension �Removal 

evaluationsasrequi「ed �(uptoIOwo「kincldavs) �(upto30workincldavs) 

30.Pe「formIngaCtivltiesfo「pe「sonal �Suspension �Suspension �Removai 

gainWhenonthejobinciudlng,but �(uptolOworkingdays) �(upto30wo「kingdays) 

no=irnltedto,CamPaigningfo「 

PO冊calofflCeWhileonofficialtou「Of dutv 

31.Mist「eatmentofanyindividual(S) �Suspension �Suspension �Removal 

Whichjeopa「dlzeshealtho「safety �(uptolOwo「kingdays) �(upto30wo「kingdays) 

32.FaisewitnessagainSt �Suspension �Suspension �Removai 

empioyee(S) �(uptolOwo「kinqdays) �(UPtO30workinqdavs) 

33,Offe「ofempIoymentby �Suspension �Suspensjon �Removal 

unautho「izedpersonnel �(uptolOwo「kinqdavs) �(upto3Owo「kincldays) 

34ふViolationofsafety「egulations �Suspension �Suspension �Removal 

Whichendanqe「soneseIfo「othe「s �(UPtOlOwo「kinqdavs) �(upt030workinqdavs) 

Suspension �Suspension �Removal 

WeaPOn(S)inthewo「kpiace �(uptolOwo「kincldavs) �(upto30wo「kinqdavs) 

36`Faiiu「etocomplywithmotor �Suspensjon �Suspensjon �Removal 

Vehicle「egulationsincIuding,butnot �(uptolOworkingdays) �(UPtO30wo「kingdays) 

limitedto、uSeOfat「ibalvehiclefo「 

Pe「SOnal「easons 

37・C「eatingdisco「damongfe=ow �Suspension �Suspension �Removal 

empIoyeesleadingtodec「eased �(uptolOwo「kjngdays) �(upto30workingdays) 

P「Oductivityo「ahos同ewo「king 

38.Fa血「etot「eatthepub“co「 �Suspension �Suspension �Removal 

fe=owempioveeswithcourfesy �(uptolOwo「kinqdavs) �(upto30workinqdavs) 

39・Useofabusiveorvulgar �Suspension �Suspension �Removal 

lanquaqeandIo「qestu「es �(uptolOwo「kinqdavs) �(upto30wo「kinqdavs) 

40-DISPiayofintoxicationonthejob �Mandato「yevaluation �Suspension �Removal 

(includinguseof「est「ictedd「ugsnot �byEmpIoyee �(30wo「kingdays)or 

Removai 

P「eSC「iptlon) �Suspension(upto30 WOrkingdays)o「 Removal 

Mandato「yevaluation �Suspension �Removai 
excesswhichaffectsjob �byEmpIoyee �(30workingdays)o「 

Performance �Suspension(upto30 WO「kingdays)or Removal �Removal 
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TABLE OF PENALTIES

OFF∈NSE �FiRST �SECOND �THiRD 

PENAしTY �PENAしTY �PENALTY 

42.FaiIu「eofsupe「viso「tonotify �Suspension (uptolOwo「kingdays) �Suspension (upto30workingdays) �Removal 

employees言nwritmg,Ofbackground 

Checkrequi「edbySectionlV・K・ 

Janua「y l, 2015 Page 57



XIV.　EMPLOYEE GRIEVANCE

A. Poiicy

An empIoyee who feeis agg「IeVed as a 「esult of an appIICation of

discipiIna「y aCtion such as discha「ge, SuSPenSion言OSS Of pay or benefits,

Or an emPIoyee o「 an app=Cant fo「 an empIoyment position who a=eges a

VioIatIOn Of the Navajo Prefe「ence in EmpIoyment Act has a 「ight to utjIize

the p「ocedu「es p「OVided in this Section.

B.副gibIiity

A= empIoyees a「e eIigibIe to fIIe a grievance concemlng the appIication of

discipiinary action such as discha「ge, SuSPenSion, ioss of pay o「 benefits,

and any empIoyee or appIICant fo「 an empIoyment position a「e eligibIe to

fiIe a g「ieVanCe a=eging a Violation of the NavaJO P「eference m

Empioyment Act. At-WiiI empioyees a「e not eligibie.

C.　G「ievance Process

l.　　Step One:

An empIoyee o「 an appIicant fo「 an empIoyment positiOn muSt file a

W皿en g「ieVanCe WIth the supervISO「 Who initiated the action within

twe=ty WO「kIng days of the disciP=na「y action o「 a=eged vioIation of

the Nava」O P「efe「ence in EmpIoyment Act, With a copy to the

Departme=t Of Pe「sonneI Management. The superviso「 must

attempt to 「esoIve the p「oblem with the empIoyee o「 appIICant

Within ten wo「king days a償e「 「eceipt of the g○○eVanCe.

2.　　Step Two:

if the superviso「 fails to add「ess the g「一eVanCe O「 if the empIoyee or

appilCant disag「ees with the decisjon’the empioyee o「 appIICant

must凧e a w皿en appeaI with the Human Resou「ces Di「ector within

te= WO「klng days of the compIetion of Step O=e above・ The appeai

Sha= inciude:

a.　the name and posit-On Ofthe Agg「IeVed Party,

b the name and position of the superviso「 In-t-ating the action,

C・　a Ciea「 and concise statement of the unde「ly'ng facts,

incIudjng the dates and aIIeged events o「 condItIOnS WhlCh

fo「m the basis of the appeaI, and the specific ha「m a=egedIy

SuStained by the AggrIeVed Party as a 「esult ofthe vioiation,

d.　the 「eiief sought by the Agg「IeVed Pa巾y
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3　　　Step Th「ee:

a.　WithIn ten WOrkIng days of 「eceipt of the appeaI, the

Department of Pe「sonnei Management wIiI convene an

AdminiSt「atlVe Meeting wlth the empIoyee o「 appiiCant and

the superviSO「 tO attemPt Settlement lf the Department of

Persomel Management does not convene the meetlng O「 lf

the parfies do not settie the g「IeVanCe Wl仙n the ten wo「klng

days, then the grieVanCe P「OCeeds to Step Fou「

4　　　Step Fou「:

if the empioyee o「 appIiCant diSag「eeS With the outcome of the

Administ「atiVe MeetIng, Or If no Administ「atiVe Meeting WaS

COnVened, the empIoyee o「 appiiCant muSt fiIe a w皿en g「IeVanCe

appeai with the Departme=t Of Pe「sonneI Management within

紺een wo「klng days of the conciusIOn Of Step Th「ee fo「 immediate

transmittai to the Hea「lng OffiCer. A fIiIng fee of $2500 must

accompany th-S aPPeal At th'S POlnt, and not ea「i-e「一both parties

may be 「ep「esented by iegal counsei

5　　　Step FiVe:

A Navajo Nation Hea「ing Officer wi= conduct the g「ieVanCe hearing・

The hea「-ng Wi= be heId within 30 working days ofthe date offiilng’

o「 as soon thereafte「 as agreeabIe to the partleS The Hea「Ing

OfflCe「 Will render a w「itten deciSIOn Within twenty wo「kIng days of

the hea「lng

6　　The decISiOn Of the Hea「Ing OfflCe「 IS the fInal adminiSt「ative

deciSiOn.

D.　Refund of Filing Fee

lf the g「ieVanCe iS Wlthd「awn o‥eSOived p「lO「 tO COmmenCement Of the

g「ieVanCe hear'ng, the f冊g fee shaii be 「efunded

G「ounds fo「 DISmlSSai of GrIeVanCe

Abandonment of a case o「 no=COmPi'anCe With 「equIred g「'eVanCe

deadIIneS by the Agg「'eVed Party wlii be grou=ds for d-SmiSSai of the

g「ieVanCe. The Department of Pe「sonnei Management wiii make such

determinatIOn and info「m aIi part'eS. Dismissai of a g「ieVanCe may be

appeaied to the Hea「ing OfflCe「 unde「 Step Fou「
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Wlthd「awal of G「leVanCe

At any point in the g「'eVanCe P「OCeSS- an emPIoyee may w-thd「aw the

g 「leVanCe

G Status of PosItion PendIng G「ieVanCe Outcome

Any changes 「ega「dIng a POSitiOn affected by a g「IeVanCe Wi= be piaced

on hoid by the Department of Pe「sonnel Management untiI such tlme the

gr-eVanCe 'S 「eSOived o「 a f一=ai dec-S-On lS 「ende「ed

Status of EmpIoyee Pending G「ievance Outcome

十　　NotwIthstandlng the fo「egoing SubsectlOn G, dISCiPIlna「y aCtlOnS

ShaIi be effectiVe lmmedlately upon notiCe tO the empIoyee

2.　NotwIthstanding an emPioyee’s inVOivement in a cu「rent g「ieVanCe,

Subsequent viOiatiOn(S) of the pe「sonneI poiiCleS by the empioyee

may 「esuit ln SePa「ate diSCiPIina「y aCtiOn(S).

3　　An empIoyee that has filed a grIeVanCe Shail be aliowed 「easonabie

use of avaliabie annua=eave hou「s fo「 the purpose of partlCIPating

In the grieVanCe P「OCeSS

I G「ieVanCe Hearing OfflCe「

A Hearing OfflCe「 Of the OffICe Of Hea「lngS and AppeaIs shalI hear

g「IeVanCeS unde「 thiS SectIOn The O什ICe Of Hea「lngS and Appeais十ules

fo「 pe「somei g「leVanCeS Sha= govern the g「IeVanCe hea「ing The Hea「'ng

Office「 shali have the autho「lty tO uPhold o「 「eve「se the disciPiina「y aCtIOn

Of the superviSO「, aWard back pay to the gr'eVant, and when 「equl「ed,

O「de「 that the empioyee’s 「ecord be expunged, and may p「0Vide any othe「

「eiief avaIiabie to the g「ieVant unde「 the NavaJO Prefe「ence ln Empioyment

Act. The Hearlng OfflCe「 may aiso conslde「 the app「op「iateneSS Of the

Penaity　'mPOSed and if cirCumStanCeS War「ant, reduce the penaity

Howeve「, in nO CaSe Sha= the Hea…g OfflCe「 lnC「eaSe the penaIty

ImPOSed by the supervlSO「

XV　　丁ERMINATION OF EMPLOYMEN丁

A.　ResponsibIilty

The Human Resou「ces Di「eCtO「 iS 「eSPOnSibie fo「 estabiiShlng detailed

P「OCedu「es to add「ess iSSueS a「ISlng under this sectlOn
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B Resignation

l.　An empIoyee may voIunta「lIy te「minate emPIoyment with the

Nava」O Nation by submittlng a iette「 of 「esIgnatiOn

The empioyee 「esIgning Shaii giVe at least ten wo「king days notlCe,

uniess the supervISO「 COnSentS tO the empioyee leavlng SOOne「

An empIoyee who submitS a W「ltten 「eSignatiOn may, With the

SuPerviSO「’s app「ovaI. withd「aw the 「esIgnatlOn and be 「esto「ed to

the vacated posItion provlded the w「itten request fo「 wIthd「awai

submitted to the superv-SOr P「iO「 tO the effectiVe date of the

「esig nation

C.　DiSCha「ge of Empioyees

I A supe「v-SO「 ShaIi notify the empioyee言n w「一tlng' Of the diSCha「ge

and the specif-C 「eaSO=S fo「 the discharge・丁he notiCe Sha= inCiude

a= 「equi「ementS Of SectiOn Xl= F Contents of Discipiina「y NotiCe

2　　These poiICieS do not appiy to AトW-ii empioyees

Subsequent DiSquaIifiCatiOn

If an empioyee, Who was quaiified fo「 hiSIhe「 POSition' Subsequently

becomes diSquai-f'ed fo「 the positiOn due to a loss of i-CenSe, Ce輔catiOn,

o「 「ecIassiflCatlOn Of the position due to a 「eorganizat'On Of the p「og「am o「

mate「iai changes in dut-eS, O「 for any other reason, the empIoyee sha= be

gIVen a reaSOnabie pe「lOd to 「e-quaIify The empIoyee shaiI aIso be given

notiCe that lf he/she does not 「e-quaiify du「-ng the 「e-quaIif-Cat'On Pe「lOd'

the empIoyee wi= be te「minated

」ayo什

An emp-oyee who IS tO be la-d o什sha= be glVen 15-Calenda「 days w「Itten

notice. NotlCe Of layo什may be less than the 15-Caienda「 day 「equ'「ement

if stoppage of wo「k 「esuIts f「om c一〇CumStanCeS beyond the cont「OI of the

Navajo Nation, eg P「Og「am funding iS te「m-nated, POSitions a「e not

refunded, O「 funds a「e not ava一一abIe to cont…e P「Og「am OPe「atiOnS in ail

cases, however, the empioyee must be g一Ven aS muCh notlCe aS POSSibIe

Sub」ect tO aPP-iCabie law, a reguIa「 status empIoyee who iS laid off shali

be entltIed to 「e-emPIoyment p「efe「ence These poiICies do not appIy to

tempo「a「γ emPloyees o「 AトWI= empioyees
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O「ganlZatlOnai 「est「uctu「Ing

A supe「vISO「 may lay off a 「eguiar status empIoyee wheneve「 it

becomes necessa「Y due to lack of wo「k o「 funds o「 eIiminatlOn Of

POSitiOn

Wheneve「 layo什s a「e necessa「y, the supervISO「 Shai=mmediateiy

notify the Human Resou「ces Di「eCtO「 Of the p「oposed layoffs and

PrOVIde the Human Resou「ces DI「eCtOr With a iiSt Of affected

empIoyees

No reguia「 status empioyee shaiI be laId off whiie the「e a「e

tempo「a「y, SeaSOnai. o「 new employees empioyed in the same,

equai, 0「 iowe「 ieveI positiOnS fo「 whlCh the 「eguIa「 status

empioyee iS quaiifIed

In dete「mining the o「de「 of layoff of 「eguia「 status empIoyees, the

SuPerviso「 sha= conside「 such facto「s as senIOrIty, Perfo「mance

app「alSaIs, quaiifiCatiOnS, WOrk 「eco「d, and conduct and whethe「

empIoyee lS a Vete「an aS Set forth In Section川C The superviSO「

Shaii, lf posslble, 「etain the vete「an

6　if an empIoyee’s positlOn is eIiminated w帥e he/she iS On famliy

mediCal leave' the empioyee shaiI be pia∞d on layoff status

immedIately

7.　　PhvsiCal Chanqe and IncaDaCitv

An empioyee may be iaId off when, due to physICai aiIment o「

in」u「y' the empioyee 'S nO ionge「 capabie of performing the duties

Of the positlOn Before iay off,

a the empioyee must have seen a medicai p「act面0=e「 Who

has found the empIoyee to be partiaIiy o「 totaliy diSab「ed, 0「

to be otherwise mentaliy o「 physICaiIy limited in WOrk

Performance

b The superviSO「 muSt determine that even with 「easonabie

」anua「y l, 2015

accommodatiOn(S) fo「 the empIoyee’s physicaI conditiOn, the

empioyee -S 'nCaPabIe of perfo「ming the dut'eS 「equi「ed of

the positIOn

lf a superv'SOr beIleVeS that an empIoyee 'S Phys'Caiiy o「

mentaiiy inCaPaCltated but wiii not seek mediCal attentIOn,

the supervlSO「 may 「equi「e the empIoyee to see a med'Cai

P「aCtltiOne「 fo「 an evaluatiOn at the expense of the Nava」O

NatiOn

An empioyee laId off unde「 thiS SeCtiOn muSt 「eCeiVe W「itten

notiCe eXPIaining the reason for iayoff and lS entItied to
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COnSIde「ation fo「 a t「ansfe「 and re-emPioyment p「efe「ence

COnSIStent With the poIICies he「ein

F.　Te「minatIOn Of Voiunteers o「 Tempo「a「y EmpIoyees

I A superviSOr may terminate a voiuntee「 o「 tempo「a「Y emPIoyee at

any t-me The te「mination must be ln Writing and inCiude an

expianatiOn fo「 the terminatiOn, COnSiStent With Nava」O law

2　　A voIuntee「 who IS terminated is not entltled to 「e-emPIoyment,

iayoff, O「 g「ieVanCe 「ights

3　　A tempo「ary empioyee who iS termlnated iS nOt entItIed to 「e-

empioyment o「 layoff 「ights

4.　A voiuntee「 o「 tempo「a「y empIoyee may 「esign Wlthout priO「 nOtlCe

The resignatiOn muSt be in W「iting.

G Te「mination of New EmpIoyees

I A supervisor may te「m-nate a neW emPIoyee fo「川St CauSe at any

tlme du「ing the int「oducto「y pe「lOd The te「minat-On muSt be in

w「itlng and inciude an expianation fo「 the te「m-natiOn- COnSIStent

With NavaiO law・

2.　A new empIoyee who iS te「minated is not entitied to 「e-emPIoyment

O「 Iayoff 「ights

3　　A new empIoyee may 「es‘gn Without pr'O「 nOtiCe The 「es-gnation

must be ln W「Itlng

Reti「ement

An emp-oyee who leaves Nava」O NatiO= emPioyment 'n aCCO「dance with

the Nava」O Nation Ret一「ement Pian iS COnS'de「ed to have 「eti「ed

Death

l.　Uniess Ieave wlthout pay was p「eviOuSIy app「OVed’an emPioyee

sha= be compensated th「ough the date of death

2,　The effectlVe date of the sepa「at'On Sha= be the date of death

3　　The supervlSO「 Sha=　take 「easonabie steps to assure that

a「「angements a「e made to p「ovide payment to the empioyee’s
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estate of any sala「y, OVe巾ime, O「 aCCrued annua=eave payments

due.

J.　Final Pay

l.　Upon 「eceipt of a= 「equi「ed documents' a finai paycheck sha= be

issued to the te「minated empioyee. The final check wiIi incIude

payment fo「 hou「s wo「ked, aCCrued amua=eave, and any ove面me

as of the termination date.

2.　A= o「 Part Of the finaI pay check and/o「 amua=eave payment may

be withheid to satisfy any indebtedness to the Navajo Nation.

XVI. CONDUCT OF EMPLOYEES

A.　　Business Ethics and Conduct

EmpIoyees are expected to compiy with a= appIicable laws and poIicies of

the Navajo Nation with 「espect to thei「 conduct. in generai, the use of

good judgment wiII guide empIoyees with respect to iines of acceptabIe
COnduct. 1f a sItuation a「jses whe「e it is d輔cuIt to dete「mine the p「ope「

COurSe Of action, the matte「 shouid be discussed wIth the app「op「jate

SuPervisor and言f necessa「y, With the O怖ce of Ethics and RuIes fo「 advice

and consuItation.

Each empIoyee of the Navajo Nation sha=. among othe「 things:

1.　Uphold, With integ「ity, the t「ust and confidence piaced in the

empIoyee pu「suant to hIS/he「 empioyment.

2.　CompIy with and respond to the di「ectIOnS and inst「uctions of the

SuPerviso「

3.　Show courtesy, reSPeCt, COOPe「ativeness, diiigence and tact in

deaiingS With superviSO「S, fe=ow wo「ke「s, elected o仰ciais and the

gene「al pubIic at aI=imes.

4　　P「ovide fu=, e仰cient, and Indust「lOuS Service to p「omote the goais

and objectives of the Nation’s p「og「ams.

5.　Maintain confidentlaI lnfo「matIOn aCqui「ed In the pe「fo「mance of

his/he「 duties and 「ef「ain f「om discIoslng any POrtion thereof,

except In the manne「 and to the extent autho「ized

6・　Ref「ain f「om usIng his/he「 officlai position to infiuence t「ansactions

invoivIng Pu「Chases, COnt「aCtS, leases, O「 Othe「 business deaIIngS

Which advance pe「sonaI inte「ests o「 those of his/he「 friends or
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「eiatives The exiStenCe Of any actuai o「 potentiai confIiCt Of

inte「eSt muSt be disciosed to the app「op「Iate SuPerviSO「 SO that

Safegua「ds can be estab=Shed to protect a= partleS

Llmitations on EmpIoyee ActIVities

I Whiie empIoyed, an emPIoyee’s p「iVate iife iS hlS/he「 own, howeve「,

an empioyee’s activIties camot dlS「uPt the wo「k or the wo「kpIace

Each is expected to compiy with a= appIicabie laws

2　1f an empIoyee iS indebted directly to the Nava」O NatiOn, he/she wiii

be requl「ed to make payment (incIuding Pay「OIi deductions) sub」eCt

to the specIflC te「mS Of the lndebtedness and/0「 the Nava」O

Business and P「ocurement Act

3　　Empioyees sha= be heId accountabIe fo「 ioss of Navajo NatlOn

funds o「 P「OPerty fo「 whiCh they a「e 「esponsIbie whe「e the ioss is

due to negIigenCe O「 Careiessness Empioyees wIth custodiaI

「esponsibiiitieS fo「 NavaJO Nation p「operty wili safeguard asslgned

P「OPerty

4.　SoIICitatiOn O「 「eCeiPt Of glfts, favo「s, and/o「 g「atuities IS P「OhibIted

When such gIfts constitute a COnfiICt Of inte「est o「 iS ln Vioiation of

the EthlCS in Gove「nment Law.

5　　Co「「espondence, PaPe「S, d「awlngS, Sketches, documentation,

COmPute「 PrOg「amS, inSt「uCtiOnS, P「OCedu「es, fo「ms and a= such

itemS P「Oduced by an empioyee in the cou「se of hiSIhe「 wo「k a「e

COnSlde「ed property of the Nava」O NatIOn Unautho「iZed removaI,

「ep「oductlOn, andIo「 disciosu「e are st「iCtiy p「ohibited

6　　WhIIe empIoyees may be autho「iZed from time tO time tO SPeak on

behaif of the NatlOn, nO emPioyee may decia「e, aS POIiCy, any

Statement that lS COnt「a「y tO the poiiCleS Of the Nava」O NatlOn

7.　T「Ibai vehiCles a「e fo「 offICiai use onIy and empIoyees a「e 「equl「ed

to use them withln the scope of their emPIoyment Any accident

InVOiv一=g a trIbal vehiCie must be 「eported by the empIoyee inVOived

ln the lnCident as 「equi「ed by the Motor VehiCIe Operato「’s

Handbook

8.　Use of the inte「=e白n any way whiCh wouId vioiate po=CieS andlo「

P「OCedu「es estabiiShed by the D-ViSIOn Of Gene「ai Serv-CeS O「 Othe「

app「OP「late autho「ity lS P「OhIbIted
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C. EmpIoyees Pu「Suing Pubiic Office

l.　An empIoyee pu「sui=g any PubIic o怖ce may- uPOn aPP「OVaI of the

P「og「am Manager' be g「anted a leave of absence not to exceed 60

CaIenda「 days.

2.　Annua=eave wi= be used untiI exhausted, then leave without pay

wi= be used. However, funding sou「Ce 「eSt「ictions may 「equl「e that

an empIoyee take onIy leave without pay.

3.　EmpIoyees are p「ohibited f「om campaIgnIng du「ing work hou「S.

Superviso「s sha= monito「 and enfo「ce this poIiCy.

4. EmpIoyees eIected to the Navajo Nation Counc= o「 the offlce of the

P「esident o「 Vice President of the Navajo Nation must 「esIgn f「om

Navajo Nation empIoyment befo「e taking the oath of o簡Ce.

D.　EmpIoyees Appointed o「 Eiected to PubIic O怖ce

l.　EmpIoyees who a「e eiected to any pubiIC O怖ce othe「 than those

iisted in C4　above may be a=owed to 「etain Navajo Nation

empIoymen=f the pubiic office is a fu冊ime position o「 involves a

SaIa「y, the empIoyee must obtain pe「mission f「Om his/her

immediate superviso「 and the Human Resou「ces Di「ecto「 to 「etain

Navajo Nation empioyment The 「equest must be submItted in

accordance with the po=Cy On Second o「 Outside EmpIoyment.

2.　if the empioyee’s dutIeS aS a Pubiic servant interfe「e with his/he「

WO「k perfo「mance o「 「esponsibiIities, Or Otherwise create a conflict

Of interest in the wo「kplace, the superviso「 may Initiate app「op「iate

discipIlna「y aCtjon andIo「 「efe「 the matte「 to the E佃CS and Ruies

O冊Ce.　Pubiic o怖ciaIs sha=　not perfo「m pubiic servant

「esponsib輔es whiie on thei「 「eguia「 tou「 of duty as a Nava」O

Nation empIoyee.

a.　EmpIoyees 「etainIng t「ibai empioyment a「e expected to

abide by a= appIicabIe policies including, but not limited to,

these pe「SOmei poiicies, t「aVeI poIicies, and standa「ds of

COnduct.

b Cases 「efe「「ed to the O冊Ce Of Ethics and RuIes - Decisions

ISSued by the Ethics and RuIes Committee must be compiied

Wjth bY a= pa砧es.

3.　An empioyee who has been appointed o「 eIected to serve on a

boa「d, COmmiSSion, Or COmmittee which pays a stipend, O「 Who has

been eiected to a pubIic o冊ce, Sha= be 「equi「ed to take annuaI

Ieave to attend to appointed or eIected duties. The P「og「am

Manage「 wi= g「ant these Ieave 「equests whenever possibIe. If the
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empIoyee has exhausted annua=eave, then Ieave without pay wili

beused.

E. Drugs and Alcoho=n the WorkpIace

l.　The use of intoxicants du「ing wo「king hou「S O「 the lunch pe「iod is

PrOhibited.

2.　An empioyee unabie to perform job duties as a 「esuIt of alcohoi or

川egaI drug intoxication w冊be excused f「om the wo「ksite and

Charged leave without pay. ln addition, the empIoyee is subject to

discipi-na「y action co=Sistent with the Tabie of Penaities, Offense

#40.

3.　EmpIoyees are p「ohibited f「Om Se=Ing, Pu「Chasing' t「a=Sfe「「一ng’

POSSeSS-ng, O「 uS-ng alcohoi in the wo「kpiace・

4.　EmpIoyees a「e p「ohibited from uniawfu=y manufactu〇一ng' Se=Ing・

pu「chasing, t「anSfer「ing, POSSeSS-ng'　O「 uSing cont「Oiled

Substances in the wo「kplace

5.　A=y emPioyee vIOIati=g the above poIicies wiIi be discipilned' uP tO

and incIuding termjnatio= fo「 the first offense.

6.　Any empIoyee convicted of v-Oiating a crimjnai d「ug o「 aIcohoI

statute in the wo「kpIace must info「m the superviso「 and the

Department of Pe「son=eI Management of such conviction' incIuding

pIeas of gufty o「 no contest, Within five working days of the

conviction. Fa冊「e to do so wi= 「esuit in discipIIna「y aCtion, uP tO

and including te「mination fo「 the fI「St Offense.

7.　An empIoyee convicted of viOIating a criminai d「ug o「 aIcohoi

statute in the wo「kpIace may parficipate in a rehabilitation o「

t「eatment p「og「am. 1f such a p「og「am is made as a condition of

emp-oyment, the empIoyee must sat'Sfacto「ily parfic-Pate in a=d

COmPIete the p「Og「am

8.　AiI emp-oyees are requI「ed to acknowiedge that they have been

info「med of the above poiicy and agree to it in aI=espects

AcknowIedgment and ag「eement a「e 「equi「ed as a condition of

continued emp-oyment. Acknowiedgment wiIi be in w「jting and

made a part of the empIoyee-s pe「sonneI fiie・

9.　EmpIoyees may be subject to d「ug and aIcohoI testing consistent

With Nava」O law.
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SexuaI Ha「assment

l.  it is the poiIey Of the Navajo Nation to p「otect a= empIoyees, male

Or femaie, agaInSt unWeicome and unsoIicited behavio「 Of a sexuaI

nature. Such behavio「 is unacceptabie in the workpIace and othe「

WOrk-「elated settings such as business trips and business-reiated

SOCiaI events.

2.　　Definition

Sexuai harassment is defined as unweleome o「 unwanted conduct

of a sexuaI natu「e, Whethe「 ve「baI o「 physicaI, When’

a.　submISSion to o「 「ejection of this conduct by an individuai lS

used as a facto「 in decisions a闘ng hiring, eValuation,

P「OmOtion, O「 Other aspects of emptoyment;

b・　this conduct substantially interfe「es w冊I an individuai●s

empleyment, Performance on the job, 0「 CreateS an

intimidating, hostife, 0「 Offensive working envi「onnent.

C.　Exampies of sexual ha「assment may include, but are not

ijmited to:

1)　nonve「baI actions; Ieenng; geSturing of a sexuaI

na山記;

2)　unwanted sexuaI advances;

3)　demands fo「 sexuaI favo「s in exchange fo「 favorable

treatment o「 COntlnued emptoyment;

4)　「epeated sexuaI jokes,輔rtations, advances, O「

PrOPOSitions;

5)　verbal abuse of a sexual nature;

6)　verbaI ∞mmentary about an inclivlduai’s body;

7)　touching, rubbing, Pinching, Whis冊g, aSSau博ng,

SuggeStjve insuIting, COe「Ced 9eXuai acts, Or raPe;

8)　envi「onmental harassment; dlSPIay in the workplace

Of sexua=y suggestive objects or pictures

3.　　ReDOrfina a ComDlalnt

SexuaI harassment complaints should be add「essed to the

inlmediate supervIso「 Or at the depa巾Tlental level. Reports of

SeXual harassment must be in writing.

4.　　RetaIiation

丁he Navajo Nation wi= not in any way retallate agaInSt an indlVidual

O「 Witness who makes a 「eport of sexuaI harassment, nO「 W川it

Permit any empioyee to do so. A pe「son found to have 「eta=ated
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agaInSt anOther indivIduai for repo巾ng sexual ha「assment sha= be

Subject to discipIina「y action p「ovided fo「 SeXuaI ha「assment

Offende「s.

5.　l nvestiaation

Any a=egation of sexuai harassment b「ought to the attention of the

Navajo Nation wiIi be investigated in a manner that protects the

P「ivacy of a= pe「SOnS lnVOIved and such p「iVaCy W川be maintained

th「Oughout the investigatory p「OCeSS tO the extent practicai and

app「OP「iate.

a.  individuaIs found to have engaged in misconduct constituting

SeXual ha「assment wilI be discip=ned, uP tO and incIuding

discha「ge f「om empIoyment.

b If an investigation 「esuIts in a (inding that an empIoyee has

falseIy accused anothe「 Of sexuai ha「assment knowingly or

in a maIicious mame「, the complainant wi= be subject to

approp「iate sanctions, incIuding the possibiIity of te「mination.

6.　Furfhe「 info「mation concemIng this policy is contained in the

P「OCedu「es gove「∩一ng COmPIaints o= SeXuaI ha「assment.

G.　Wo「kpiace VioIence P「evention

The poiicy of the Navajo Nation is to prevent wo「kpiace violence and to

maintain a safe wo「k envi「onment

l.　Conduct that th「eatens言ntimidates o「 COerCeS anOthe「 empIoyee, a

cIient, O「 a member of the pubiIC, Wi= not be toIe「ated.

2.　Empioyees a「e to 「ef「ain f「om fighti=g Or Othe「 conduct that may be

dange「OuS tO Othe「S

3.　Unautho「ized firea「ms and weapons a「e p「Ohibited on the p「emises

of any Navajo Nation p「OPerty Or Site whe「e Navajo Nation

business is conducted.

4.　AI=h「eats of, Or aCtuaI violence shouId be 「eported to the

immediate superviso「・ A= suspICious individuals o「 activities shouid

aIso be 「eported as soon as possibie・

5.　The Division Directo「 shaIi document and be 「esponsibIe for

ensu「-ng the p「ompt and thorough investigation of reports

conce「ning th「eats of, Or aCtual vioien∞　and of suspiCious

individuais o「 activities.
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in o「de「 to maintain wo「kpiace safety and to maintain the integ「ity

of the inVeStigation, emPIoyees may be pIaced on leave consistent

With the p「ovisions of Section X.B.3, Administrativeしeave

Anyone dete「mined to be 「esponsibIe fo「 threats of' O「 aCtuaI

vioIence o「 othe「 conduct that is a vioiatien of these guideIines wiII

be subject to discIPlinary action up to and inciuding te「mination of

empIoyment.

8.　Empioyees a「e encou「aged to brIng thei「 disputes or diffe「ences

WIth other empioyees to the attention of thei「 SuPervlSOrS befo「e the

Situation escaIates into potentiai vioIence.

H.　Uniawfui Acts

I Any uniawfuI act committed by an empioyee of the Navajo Nation

Wh=e on o「 Off the job or Nava」O Nation premises, Can affect an

empIoyeeis status.

2.　Notwithstanding any c「iminai p「osecutlOn inltiated In a COurt Of law,

an empioyee may be discIPlined, uP tO and incIuding 「emovai, if the

COnduct constitutes a vioiation of the Pe「sonneI PoIicies Manual.

3.　An empIoyee convicted of a misdemeanor InVOivIng mO「aI turpitude

O「 a feIony cannot be 「eempIoyed by the Navajo Nation fo「 a pe「iod

Of at least th「ee yea「s. The numbe「 Of yea「s may be dete「mIned by

Othe「 Standa「ds l白he empIoyee.s position is funded pu「suant to a

grant o「 COntraCt.

XV=. OFFICE AND WORKSTATION REGULATiONS

A.  1t is the poIiCy Of the Navajo Nation to estabiish and maintain a safe

WO「king envI「Onment fo「 a=　empIoyees. Therefore, an emPIoyee.s

WO「kstation or any othe「 site whe「e Nava」O Nation business is conducted

is decia「ed to be a d「ug, aIcohoI, tObacco, and smoke-f「ee environment.

B.　Safety

SupervlSO「S and empioyees have a 「esponsibifty to maintain a safe wo「k

envI「Onment by p「eventing condit10nS ieadIng tO lnJurleS, aCC(dents, and

Iosses. ThIS lnCIudes but is not Iimited to the posting of eme「gency

evacuation pIans at designated a「eas.

C.　Wo「kstation

l.　Superviso「s a「e 「esponsible fo「 estabiishing standards for:
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a.　food and d「inks at wo「kstations;

b.　radios, taPe PIaye「s, and othe「 devices; and

C.　aPPearanCe Of the work a「ea.

2.　Use of Nation p「OPerty Or Services言ncluding but not limited to,

telephones, COmPute「S. VehicIes, maChine「y, C「edit cards, desks,

O仰Ce equiPment, and suppiIeS, a「e fo「 o怖ciaI use onIy.

a.　Supervisors have the 「ight to inspect and/o「 access NatIOn

P「OPe巾y;

b.　at the supervjso「’s disc「etion, Pe「SOnaI items sto「ed by the

empIoyee in Nation p「OPerty are Subject to removaI;

c.　the Nation is not responsibie or accountabie fo「 Ioss o「 the償

Of pe「sonai p「OPerty Of empIoyees.

D.　D「ess Code and Pe「SOnai Appea「ance

D「ess, grOOmi=g, and pe「sona川ygiene cont「ibute to the mo「aie of aIi

empIoyees and affect the busIneSS image of the Navajo Nation to clients

and the pubIic The「efo「e, du「ing business hours o「 When 「ep「esenti=g the

Nation, emPIoyees, d「ess, g「OOmIng and pe「SO=aI hygiene shouid be

approp「iate fo「 the work they do.

1.　EmpIoyees who have 「egula「 contact with the pubIic a「e expected

to d「ess ln a manne「 that is no「ma=y acceptabie in simiIa「

o「ganizatjons and prese=t a Ciean’neat’business-Iike appearance・

2.　D「ess and pe「sonaI appea「ance of empIoyees who do =Ot 「eguIa「ly

meet the pubIic may be gove「ned by the 「equi「ementS Of safety o「

comfort, but should st川be as neat and business-Iike as wo「king

COnditions pe「mit.

3.　Certain empIoyees may be 「equi「ed to meet special d「ess・

g「ooming, and/o「 hygiene standa「ds depending on thei「 job. In

these situations, Superviso「s a「e 「esponsibie fo「 estabiishing and

issu-ng Sta=da「ds fo「 app「OP「iate d「ess and appea「ance.

4.　SuperviSO「S may aIso desIgnate a “CaSual day’’fo「 empIoyees to

d「ess in a mo「e casuai fashion than is norma=y 「equi「ed. On such

occasIOnS, emPIoyees a「e sti=　expected to p「esent a neat

aPPea「anCe.

5.　Ripped, disheveIed cIothing’ =nkempt appea「ance'　O「 Othe「

inapp「op「iate cIothing or appea「ance is not permitted・ An

empIoyee may be asked to leave the wo「kpiace untiI p「OPe「ly

d「essed o「 g「oomed- Unde「 such ci「cumstances・ the empIoyee w川

not be compensated fo「 the time away from wo「k.
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E Chiid Ca「e

工　　Empioyees a「e 「espons'bie fo「 mak'ng aPPrOP「iate Ch'ld ca「e

a「「angements Except when specifiCaiiy pe「mItted, emPIoyees a「e

no=o b「ing Chiid「en to work o「 have thei「 chiid「en ioItering On

Nava」O NatiOn P「emiSeS after schooI hou「s.

2.　The Nava」O Nation 「ecogniZeS the imPOrtanCe Of aiIowing mOthe「s

Who choose to b「eastイeed thelr Chlid「en the opportunity to continue

afte「 「etu…ng tO WO「k The empIoyee and he「 supervlSO「 ShaiI

make the necessa「y a「「angements.

XV川　PERSONNEL RECORDS

The Department of Pe「sonnei Management shali estabiish and maintain Offlclai

Pe「SOnnei 「eco「ds fo「 empioyees of the Navajo Nation

A.　　LocatiOn Of Reco「ds

Empioyee 「eco「ds shaIi be located at the Department of Pe「sonnei

Management or othe=ocatlOnS fo「 sto「age pu「poses unde「 「estriCted

access Empioyee fiies shaiI not be 「emoved from the Department of

Pe「sonnel Management

B Contents

EmpIoyee 「eco「ds sha=　-nCiude　'nfo「matIOn SuCh as, emPioyment

appiiCations, backg「ound check flnai determmatiOn nOtiCe, lette「s of

「eference, Pay and benef'tS; t「a-n-ng and educat-On, Perfo「mance

evaiuatlOnS, CO「「eCtlVe O「 terminatIOn aCtiOnS; and other necessa「y

lnfo「mation as specIfied by the Deparfment of Pe「sonneI Management

C Updating

EmpIoyees a「e encou「aged to keep the一「 PerSOnneI f-ies cu「「e=t by

Submitting tO the Department of Pe「son=ei Ma=agement uPdated

'nfo「matiOn On thei「 eXPe「ience, education, and traIning

D.　ConfldentiaIIty

info「matiOn in an empIoyee’s pe「sonnei file IS COnSide「ed confldential

Howeve「, the lnfo「matiOn may be diSCiosed in COmPlianCe With a iawfui

inVeStlgatiOn O「 Subpoena Access to and 「eiease of info「matiOn

COntained ln the pe「sonnei 「eco「ds shaiI be Iim-ted to oniy those pe「sons

Who have a legaiIy 「ecogniZed neex:】 to know
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E.　Examination of Fiie by EmpIoyee

Empioyees may examine thelr PerSOnnel印e upon w皿en 「equest to the

Department of Pe「sonneI Management. The empIoyee must p「ovide

evidence of his/he「 identity. Examination of 「eco「ds sha=　be in the

P「eSenCe Of the Human Resou「ces Di「ecto「 o「 autho「lZed 「ep「esentative・

F.　　Reiease of info「mation

l.　Upon submittaI of a notarized Autho「ization fo「 Reiease of

Info「mation, the empIoyee info「mation f「om that empIoyee’s

Pe「SOnnel 「ecord may be 「eIeased to a thI「d party.

2.　Certain information contained in the empioyee凧e is consjde「ed

PubIic info「mat-On and the「efore may be 「eIeased without empIoyee

autho「ization.　These inciude, but a「e not limited to, titie,

department, and work site

G.　Record Retention

Upon te「mination, an emPIoyee's pe「sonneI 「eco「d sha= be conside「ed

inactIVe. but wIii be maintained fo「 a pe「iod of th「ee yea「S beyond date of

te「mination. After three yea「s, the 「eco「d wilI be archived at the

Department of Pe「SOnneI Management.

XIX. VETERANS PREFERENCE

A.　Policy

The poiicy of the Navajo Nation (NatlOn) is to compIy with a= appIicabie

laws that gove「n the empIoyment 「eIationshIP between the Nation and its

empIoyees. Consistent with the p「ovisions of appIicabIe laws and poiicies'

the Nation g-VeS Prefe「ence in empIoyment to Veterans of the United

States (∪.S.) A「med Fo「ces. Recognizing their sacrifice, Navajo Vete「ans’

P「efe「ence 「ecogniZeS the economic Ioss suffe「ed by citizens who have

served thei「 count「y in unifo「m, reStOreS Vete「ans to a favo「abie

compe輔ve position fo「 Nation empioyment and acknowIedges the Ia「ge「

ObIigatjon owed to djsabied Vete「ans.

日igib-e Veterans receive p「efe「ence fo「 initial empIoyment and a highe「

retention standing i= the event of iayoffs. Howeve「, the Vete「ans’

p「eference does not guarantee the Vete「an a job, nOr does it give

Veterans p「efe「ence in inte「naI pe「sonnel actions such as p「OmOtion・

transfe「, reaSSIgnment and 「einstatement.
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B.　A Veteran discha「ged f「om the U・S. Armed Fo「ces o「 the National Guard

or Reserve unde「 hono「abie conditions fo=owIng mO「e than 180 caIenda「

days of active duty sha= be gIVen Prefe「ence in empIoyment.

1　P「eference in empIoyment on the initIaI hire and 「etentiOn fo「 those

Vete「ans who we「e hono「abIy discha「ged o「 the spouses of

Vete「ans shaiI be p「OVided in the foiiowlng O「de「:

a.　A Vete「an who has an exiSting compensabIe service-

COnnected disabiIity who is abIe to wo「k.

b.　A Vete「an of any wa「 O「 PeaCetime who has served on active

duty fo「 181 caienda「 days o「 mo「e o「 who ha: Served 180

CaIenda「 days o「 mo「e, Othe「 than fo「 t「ainlng. SInCe Janua「y

31, 1955 and who was discharged or sepa「ated　…de「

hono「abie conditions f「om the U.S. Armed Fo「ces.

C.　A Vete「an who sustained a service-COnneCted djsab冊y p「iO「

to compIeting the 180 caIenda「 days of active duty.

d.　The spouse of a Vete「an who camot quaIify fo「 empioyment

because of a totaI and pe「manent disabiIity o「 the spouse of

a Vete「an k川ed in the Iine of duty o「 missing in actlOn,

CaPtured by a hostiie fo「ce(S); fo「cibIy detained o「 intemed

by a fo「eign gOVernment/powe「.

e.　The un-「ema「「ied surviving spouse of a Veteran who died of

a service-COmeCted disab冊y.

2.　An indivjduaI appiying fo「 Vete「ans P「efe「ence must compIete an

AppIication fo「 Vete「ans’Empioyment P「eference when submitting

a Navajo Nation AppiICation fo「 Empioyment along with a copy of

DD Form 214 or DD Fo「m 215 to receive p「efe「ence

C.　　Rec「uitment

l Adve巾Sing of Vacant Positions

A= vacancy announcements must be advertised fo「 a minImum Of

lO wo「king days and incIude the ph「ase, “Vete「ans’Prefe「ence

AppIies当n the posting.

2.　App=cation for Empioyment

a.　Each empIoyment appiiCation wIiI contain a gene「aI

info「mation document 「ega「ding Veterans’P「eference and

an AppIication for Vete「ans’EmpIoyment P「efe「ence.

b The Nation’s empIoyment appIicatIOn requi「es the appiICant

to Indicate whethe「 or not they a「e cIaiming Vete「ans’

P「efe「ence. in those cases, the appiICant WIIi be asked to

COmPIete the AppIication fo「 Vete「ans’ Empioyment
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P「efe「ence.「equi「ing them to ldentlfy whiCh of the eIigibiiity

C「ite「ia applleS tO them.

The appIICant WI= be 「equl「ed to fu「nish the Department of

PersonneI Management the documentation necessa「y to

P「OVe Veterans’P「efe「ence eIig剛ity on o「 befo「e the cIosing

date ofthe positlOn tO be conslde「ed for p「efe「ence P「oof of

Vete「ans’P「efe「ence eiiglb冊y lnCIudes’

1)　Vete「ans and spouses of diSabied Vete「ans must

fu「niSh a copy of the DD Fo「m　214　and/or　215,

miIita「y diSCha「ge pape「s. and/o「 othe「 ve「ifICatlOn

f「om the Department of Defense (DOD) o「 Miiita「y

B「anches

2)　Spouses of disabIed Vete「ans and un-「ema「「Ied

SurviVing SPOuSe Of a deceased Vete「an must

P「OVide.

I CertifICation f「om DOD o「 Miiitary Branches

that the Vete「an is totaIiy and pe「manentiy

disabied o「 documentation certlfying the

serviCe-COnneCted death of the Vete「an.

Ii Evidence of ma「「iage tO the Vete「an・

iII A statement that the spouse lS Stili ma「「ied to

the Vete「an o「 that the spouse lS nOt 「e-

ma「「ied at the time of the appiICatlOn for

empioyment

d Absence of 「equlred documentatiOn inVaiIdates the cIaim

and the appIiCant lS nOt eiIglbie fo「 Vete「ans’P「efe「ence・

inte「vieW and SeIection

l The Department of Pe「somel Ma=agement Wi旧nfo「m the hi「一ng

autho「ity Whethe「 Vete「an appi'CantS a「e eIigibIe fo「 p「efe「ence and

whethe「 they meet the mInImum quaiIfICations of the 「espectiVe

pos-tiOn. AppiiCantS Who meet the quai-fiCatiOn 「equ一「ementS Sha=

be 「efe丁子ed by Department of Pe「sonnei Management m the

foiIowing Orde「 o「 P「lO「lty

a En「olied Nava」OS Wlth 「e-emPIoyment p「efe「ence

b Enroiied Nava」O Vete「ans

C Othe「 en「o=ed Nava」O aPPllCantS

d Non-Nava」O SPOuSeS Of en「oiIed NavaJOS

e Non-Nava」OS

January l, 2015

The Department of Pe「someI Management does not use a

nume「'Ca=y based quaiification assessment p「OCeSS the「efo「e

p「efe「ence lS g-Ven at eaCh step of the empIoyme=t COnSlde「atiOn
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p「ocess to p「efe「ence ei-gible appi-CantS' PrOVided such individuaI

possesses the minimum quaI-fICat-OnS neCeSSa「y tO Perfe「m the

dutIeS Of the positiOn Quaiified Vete「ans 「eceive the same leveI of

Prefe「ence desplte disab冊y status

3.　Aii quaiified eIigibie Vete「ans must be granted a= lntervieW by the

hi「ing autho「ity

4　1f the best quaIified appilCant, inCiuding a p「efe「ence eIIglbie

Vete「an a「e equaliy quaIified, and no furfher evaIuatIOn OCCu「S, the

Veteran must be giVen Selection p「efe「ence lf the「e lS a nOn-

Vete「an who IS the best quaIifIed fo「 a position, the non-Vete「an

COuId be empioyed lf an e=gibie Vete「an does not possess the

Same levei of quaIifICatlOnS. in such cases, 「eaSOnS Why and

app「ovai by the hi「ing authorIty iS 「equi「ed p「IO「 tO any Offe「 of

empioyment Documentation of the hi「lng decISiOn iS Pa「amOunt

In cases whe「e the Veteran iS nOt Seiected, the hl「ing autho「Ity

must be abie to 」uStIfy why the Vete「an was not seiected

5.  It lS the hi「ing autho「lty’s 「esponslb冊y to ensu「e that a lette「 of non-

SeIectlOn lS Sent tO ali appiICantS, inCiudIng Vete「ans, Who we「e

intervIeWed but not selected fo「 a posltion The iette「 of non-

SeiectiOn muSt be lSSued wIthin th「ee (3) wo「kIng days f「om the

time that the seIected candIdate signS the condItiOnal offer of

empioyment

An appIiCant Who feeis that p「ope「 conslde「atlOn Of the Vete「ans’

empioyment p「efe「ence has not been provlded to hlmlher shaii

have the 「Ight to appeal to the Department of Pe「sonneI

Management withIn lO wo「king days f「om the date heIshe receiVeS

a lette「 of non-SeIectiOn

XX MILITARY LEAVE

A PoiICy

it lS the poIICy Of the NatiOn tO grant ieave as necessa「y for membe「s of

Uniformed Se「viCe O「 A「med Fo「ces ln COmPiIanCe With appliCabie laws

I ActIVatlOn fo「 M冊a「y Se「viCe

a A reguia「 status empioyee who IS an aCtlVe membe「 of the

A「my NatiOnaI Guard or Air NatiOnai Gua「d, andlo「 membe「

Of the A「my, Ma「ine Co「ps, Navy, Al「 Fo「ce and Coast

Gua「d Reserve, inciuding 「eti「ed and lnaCtiVe 「eSe「Ve

membe「s shall be granted mIlita「y ieave upon 「equest
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b.　When a membe「 is orde「ed to active duty status, he/she

Sha= provide a copy of activation o「de「S f「Om thei「 unit being

activated when 「equesting m冊a「y ieave.

C.　When a member iS deactivated and discharged, he/she shaII

「equest for 「eempioyment within time a=owed in B. 1. beIow,

Submit a copy of o「de「S, and sha= 「etu「n to the same

POSition he/she was assIgned to befo「e going On ieave with

the same empioye「　At no time sha= the Vete「an be

dispIaced in acco「dance with app=cabie laws 「ega「ding

「etu「ning Vete「ans.

d If his/he「 position was eiiminated o「 t「ansfe「「ed to anothe「

wo「ksite location, heIshe sha=　be offered an equIVaient

POSition within the same wo「ksite iocation with the same

senio「ity, StatuS and pay as befo「e he/she went on m冊a「y

Ieave.

2.　State Activation and/o「 O「de「ed fo「 T「ainIng fo「 National Gua「d and

Reserve, O「 aS an inte「mittent disaster 「esponse appointment.

a.　A 「eguIar status empIoyee who is an active membe「 Of the

A「my NationaI Gua「d or AI「 Natio=aI Gua「d' and/or membe「

of the A「my, Ma「ine Co「ps, Navy’Ai「 Fo「ce and Coast

Gua「d Reserve sha= be g「anted miIitary leave upon 「equest.

b.　When the Gove「no「 of the State activates a National Gua「d

unit whe「e membe「 is servIng fo「 State emergency, an

inte「mittent disaste「 「esponse appointment, andIo「 unit

commande「 orders unit o「 individuai t「aining, he/she sha=

p「ovide a copy of o「ders when 「equesting m冊a「y ieave・

c.　when the Reserve B「anch or unit commande「 Orde「S unit o「

individuai t「ainIng, he/she sha= p「ovide a copy of o「ders

When 「equesting miIita「y Ieave.

d.　Empioyees 「equesting m冊a「y leave are entitled to 15

caIendar days a yea「 with pay MiIita「y leave sha= be 15

caIenda「 days in du「ation・ A= othe「 Ieave requests Ionge「

than 15 caiendar days fo「 basic t「ain-ng’teChnicai/tacticai

advance t「aining o「 othe「 speciaIized t「aining in thei「 ca「ee「

fieId sha= aIso be g「anted without pay, and 2 a.' above sha=

appiy.

e.　A= emPioyee wrlO IS a membe「 of the Reserves o「 Nationai

Gua「d servIng an aCt-Ve m冊a「y duty which extends into a

second o「 succeeding leave year may accrue and use the 15

caIendar days of m冊ary Ieave which accrue a=he beginn一ng

of the second ieave yea「 and each succeeding Ieave yea「

without 「etu「n to civiIian status.

f.　MonthIy weekend t「aining (d「i=) sha= not be conside「ed

mIIita「y -eave. When a membe「 has to make up thei「 d「iIl

du「ing weekdays, he/she shaiI 「equest fo「 annua=eave o「

othe「 fo「m of leave, nOt miIita「y Ieave.
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g.　The「e a「e two condjtions unde「 whjch an empIoyee is

entitIed to an additionaI 22 wo「kdays of m掴ta「y Ieave.

1)　Reservist or Nationai Gua「d membe「s who perfo「m

miIItary duty in support of civli autho「ities in the

PrOtection of Iife and p「OPerty a「e eligibIe fo「 an

additionaI 22 wo「kdays of miIita「y leave.

2)　EmpIoyees who perfo「m fu=-time miIitary servlCe aS a

「esuIt of a ca= o「 o「de「 to active duty in SuPPOrt Of a

COntingency operation a「e entitIed to 22 workdays of

miiita「y Ieave.

B.　Re-emPioyment

l ・　EIigibie National Gua「d and Reserve membe「S Sha= be g「anted re-

empioyment 「ights as foIIows.

a.　Service of Iess than 31 calendar davs. Empioyee must

「eport to wo「k on the next 「eguia「看y scheduIed wo「k pe「iod

afte「 discha「ge f「om active military duty.

b・　Serv-Ce Of mo「e than 30 caIenda「 davs but less than 181

CaIenda「 days. EmpIoyee must make a 「equest fo「 「e-

empIoyment no Iate「 than 14 calenda「 days a償er he/she is

discha「ged f「om active m冊ary duty.

C・　ServICe Of mo「e than 180 caienda「 days. EmpIoyee must

SubmIt a 「equeSt fo「 re-emPIoyment no late「 than　90

CaIenda「 days f「om date of discha「ge f「om active m冊a「y

duty o「 wIthIn One (1) yea「 of service-「eIated hospitaIization.

2.　FaiIure to meet deadIines fo「 「epo巾ng back to wo「k.

a.　An empioyee who faiis to 「eport back to work o「 submit a

Written appIication fo「 「e-emPioyment is subject to the

Pe「somei PoIicies which state an empioyee sha=　be

SePa「ated f「om empIoyment if absent without excuse fo「

th「ee (3) caiendar days- eX竺Pt in instances whe「e 「etu「ning

to work is un「easonabie or lmPOSSible due to no fauIt of the

empIoyee.

b・　Upon reIease from active miiita「y duty, an emPioyee with

Services as outIined In l.b. and c above must p「ovide

W「itten notice to theI「 immediate SuPerviso「 of the両ntention

to 「etu「n to work within five (5) wo「king days

C・　The empioyee must info「m thei「 immediate superviso「 of

extended active miIita「y duty within five (5) caIenda「 days of

「eceiving m帥ta「y o「ders.
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3.　The empioyee must not have been reieased with a djshono「abIe o「

iess than hono「able discha「ge.

4.　The cumuIative iength of absence f「om wo「k fo「 active miiita「y duty

and 「etain eligib冊y fo=e-emPIoyment 「ights is five (5) yea「S (With

SOme eXCePtions).

5.　The 「eporting deadIine may be extended up to two (2) yea「S When

a Vete「an o「 service membe「 is hospita=zed o「 is convaIescIng from

In」u「ies 「eceived du「ing m冊a「y service o「 t「ainIng, O「 an eXisting

disabiIity aggravated du「ing miIita「y service o「 t「aining.

6.　RetumIng Vete「ans and service membe「S Sha= be re-emPIoyed in

the same job as if they had 「emained continuousIy empioyed, With

the same senio「ity, StatuS and pay as befo「e heIshe went on

miIita「y leave.

C.　Necessary Documentation

l.　When an empioyee has been absent for mo「e than 31 calenda「

days, the empIoyer has a 「ight to 「equest documentation to p「OVe

that:

the empioyee’s appIICation is timeiy;

the empIoyee has not exceeded the servICe limitation; and

that the empIoyee did not Ieave the service for any

disquaIifying 「eason, SuCh as dishono「able discha「ge.

2.　丁he empIoye「 may not deny 「e-emPIoyment if the necessary

documentation is not 「eadiIy avaiiabie. However, if 「e-emPIoyment

documentation becomes avaiIable p「oving that the empIoyee has

not met the 「e-emPIoyment qualifications, the empIoyee sha= be

te「minated.

D.　Job P「ctection and ReductiOn-ln-Force

l.　An empIoyee perform-ng aCtive m帥ta「y duty 'S P「OteCted f「om

「eductiOn-in-force (RIF) and may not be discharged f「o丁I

empIoyment, eXCePt fo「 IuSt CauSe・ The length of p「otection IS

based on the length of m冊ta「y service.

a.  if the empioyee,s m冊a「y service was mo「e than 180

caIendar days, the empioyee can=Ot be discha「ged within

One (1 ) yea「 a償e「 the date of 「e-emPioyment・
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b lf the empIoyee’s service was between 30 and 180 caiendar

days, the empIoyee cannot be diSCha「ged within 180

Caienda「 days afte「 the date of 「e-emPioyment

E.　EmpIoyees Voiunta「Ily EnIiStlng O「 Re-enIIStIng ln MIiIta「y ServICe

l A 「eguia「 status empIoyee who voiunta「iiy enIiStS O「 「e-eniiStS in the

U.S A「med Fo「ces shali 「esIgn f「om Nation empIoyment

2　　　EniIStment ln the U S A「med Fo「ces is conside「ed fu=-time

empioyment MiIIta「y ieave does not appIy and sha=　not be

granted

F MiiItary Fune「ai Hono「s Detaii

l A Vete「an who iS dlSCha「ged under hono「abIe conditions wi= be

g「anted adminlSt「atlVe leave with pay to perfo「m Mlilta「y Fune「al

Honors DetaiI durlng the wo「kweek

2　　An empioyee parflCiPating ln the MIiitary Fune「al Hono「s Detail

must submit an adminiSt「atiVe ieave 「equest fo「m to the Nava」O

NatiOn Department of Vete「ans Affai「S Cent「ai AdminlStratIOn

andlo「 Agency Offices fo「 ve「IfiCatiOn Of hIS/her partiCiPatiOn The

empIoyee must aIso acquI「e W「itten aPP「OVaI f「om hISIhe「

immediate SuPerviSO「

The empIoyee sha=　oniy be compensated by the

P「Og「amIdepartment fo「 whICh he/she lS emPIoyed He/she sha=

not accept o「 be authorlZed any othe「 compensatIOn
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XXI.　DEFINITIONS

ABUSE OF OFFICE OR POSITION to make excessive o「 ImP「OPe「 uSe Of the

autho「lty aSSOCiated with one’s empIoyment

ACKNOWLEDGMENT OF UNDERSTANDING’ a W「Itten nOta「iZed statement

Signed by an applicant, emPioyee or voIuntee「 that helshe lS tO nOtlfy his/he「

Immediate supervlSOr and the Office of Backg「ound investlgatiOnS, in w「lting,

Within 72 hours of any ar「est, C「lmlnal lndlCtment, O「 COnVictions

ACTiVE DUTY actIVe miiIta「y ServlCe ln the U S A「med Fo「ces perfo「med on a

fu=-tIme basiS With miiitary Pay and a=owances

ADJUDICATiON. an examlnatiOn by the O冊ce of Backg「ound investigatlOnS Of

a pe「son’s conduct ove「 time' 「eSult'ng in a favo「abie o「 unfavo「able

dete「mination of thei「 empioyment suitabiIity o「 fo「 thei「 「etentiOn ln emPioyment

ADMiNISTRATiVE EIVIPLOYEE any empioyee whose p「ima「y dutieS COnSiSt Of

non-manuai wo「k conce「ning ma=agement POiic'eS O「 bus-neSS OPerat-OnS and

who exe「cises diSC「etiOn and Independent 」udgment in aSSiSting manage「iai

empioyees (as defIned he「ein), and in fuifI=Ing SPeCial tasks asslgned

APPLiCANT a pe「son who has submitted an appi-Cation fo「 a posItiOn W-thln the

Navajo NatlOn (ExecutiVe O「 LegisiatiVe B「anches)

AT-WILL・ a SuPerv'SO「 Can discha「ge a= emPIoyee unde「 thiS emPioyment status

fo「 any reason at a= or no reason at aIi' With o「 w-thout notiCe; and the empioyee

can Ieave (「eslgn) at any tIme fo「 any or no 「eason at a=, With or wlthout notiCe・

BACKGROUND CHECK a report of an ind'∨一duai’s c「iminaI h-StO「y that is

Obtained f「om legltImate C「lminaI hiStO「y 「ePOSitOrleS

BREAK IN SERVICE. an inte「「uptIOn in COntInuOuS emPIoyment

CLASS SPECIFICATION. a w「itten desc「iptlOn Of a ciass whiCh lnCiudes a cIass

titie, a gene「ai statement of the level of wo「k’a Statement Of the 「equired

knowiedge, Ski=s and abiiitieS' SOme eXamPIes of work' and the quaIifiCatIOn

「equl「ementS fo「 the ciass

CLASSIFICAT-ON the p「ocess of g「oupIng POSitlO=S Wh-Ch a「e sImiia「 In dut-eS

and 「esponsibliitieS. SuCh that the same desc「iptiVe titIe may be used to

des-gnate eaCh poslt-On and common 「equ一「ementS aS tO educatIOn' eXPe「IenCe,

knowIedge, abiiity and other quaIif-Cations exiSt fo「 ali positions

CONFLICT OF iNTEREST a cIash between the pr'Vate lnte「eSt Of an empIoyee

and the interest of the Navajo NatlOn, a COnfiict between the publiC ObiIgatiOn and

the p「一Vate 'nte「eStS Of an empioyee
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CONTROLLED SUBSTANCE any d「ug, the avaiiabiiity Of whiCh, lS designated

by law as 「est「icted and lnCludes but iS nOt Iimited to na「cotlCS, StimuIants,

depressants, haiiucInOgenS, methamphetam-ne and ma「一」uana.

DD FORIV1 214　a miIita「y dlSCha「ge document lSSued by the Department of

Defense

DD FORM 215　a mIlita「y dlSCha「ge document ISSued by the Department of

Defense utlIIZed to correct e「「o「s on the DD Fo「m　214　diSCOVe「ed afte「 the

O「Iglnai has been deiIVe「ed and/o「 diSt「ibuted

DAYS caienda「 days unIess otheMise stated

DEMOTION a change ln the asslgnment Ofan empioyee f「om a positiOn in One

Ciass to a position in anOthe「 ciass having a iowe「 pay g「ade

DISCHARGE the inVOiunta「y 「emovai of an empIoyee from empIoyment

DiSCiPLiNARY ACTiON actlOn taken by a supervlSO「 in 「esponse to

unsatisfacto「y conduct o「 perfo「mance by an empioyee

DISHONORABLE DISCHARGE. diShono「abie o「 bad conduct discha「ge f「om

active duty in the U S A「med Fo「ces.

DIVISiON DiRECTOR in additiOn tO DiViSiOn Di「eCtO「S, lnCiudes heads of

ExecutiVe and LegisIatiVe Offices

EGREGIOUS. depio「abie, Out「ageOuS, fiagrant, OutStandingly bad, and biatant

EMPLOYEE an mdiViduai empIoyed by the Nava」O NatiOn (ExecutiVe O「

LegISIatlVe B「anches)

EMPLOYER for the pu「pose of thlS manuai, emPIoyer iS the ExecutiVe O「

LegiSiatiVe B「anch of the Nava」O NatIOn Gove「nment.

EXEIVIPT EMPLOYEE・ an emPioyee ln a managerlai, PrOfessiOnai, 0「

admlniSt「atlVe POSit10n Empioyees assigned to exempt posltlOnS a「e nOt eilgibie

for overtime COmPenSatiOn

FEしONY’any CrImInai o什ense desIgnated as a feiony under fede「al or state law

FOR CAUSE 「easons wh-Ch law and pubiic pol'Cy 「eCOgn'Ze aS S=ff'Cient fo「

removal, nOt me「eiy a cause whiCh the superviSO「 in the exe「ciSe Of diSC「etiOn

may deem sufflcient

FRAUD any lntentlOnai act designed to deceiVe and cause the NatlOn finanCiaI

ioss
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HIRiNG AUTHORITY‘ fo「 pu「poses of these poiicies the hIrIng authorIty lnCludes

anyone who has autho「ity tO hire, te「minate, dlSCiPiine or otheiWiSe inItIate

PerSOnneI actiOn

HONORABLE CONDiTIONS an hono「abIe discharge f「om actiVe duty in the

U S A「med Fo「ces

INSUBORDINATiON w冊ui o「 intentiOnal 「efusal to obey any 「easonabie

inst「uctIOn O「 di「eCtlVe Which a superviSO「 IS entitled to gIVe and have obeyed o「

which iS Set forth ln eStabliShed poliCIeS, tO 「ldicuIe o「 unde「mine One’s

SuPervisor, COndoning, enCOu「aging' O「 engag'ng ln COnduct not wlthin the chai=

Of command

KEY POSITION a p「ofessionaI o「 hIghly techniCai positiOn that 「equi「eS

speciaiized t「ain-ng, eXPe「ienCe, iiCenSu「e O「 Certificat-On

LAYOFF: the invoIunta「Y SePa「atiOn f「om empIoyment fo「 nondISCiPiina「y

reasons, lnCiuding, but not i-mited to, lack of funds o「 wo「k' aboiishment of

positiOn, 0「 「eOrganiZatiOn W-thin p「og「am・ department' O「 diviSiOn

LEAVE. autho「lZed absence, Wlth or without pay, g「anted to an empioyee to take

time off f「om wo「k

MALICIOUS: W「OngfuI and done lntentIOnaiiy wIthout 」uSt CauSe O「 eXCuSe

MANAGERIAL EMPLOYEE any empioyee whose p「ima「y dutieS COnS'St Of

managIng a dlViSion o「 「ecognized department, P「Og「am O「 Off'Ce; Who di「eCtS the

wo「k of two o「 mo「e othe「 empIoyees, Who has the autho「ity to h一「e O「 fi「e Othe「

empioyees o「 whose 「ecommendatiOnS in such matte「s a「e gIVen Pa巾CuIa「

we-ght, and who otheMise exe「ciSeS discretIOnary POWe「S

MINIMUM QUALIFICATiONS a speclflCat10n Of the expe「ienCe, t「aIning,

educatiOn andlo「 iiCenSu「e O「 CertifiCatiOn and the minImum knowiedge, Skiiis and

abiiitIeS that provides app「op「iate 」Ob 「eIated quai-flCatiOnS neCeSSa「y tO Perfe「m

thedutIeS

MiSCONDUCT lmP「OPe「 Or unIawiui behaviO「 by a= emPIoyee in 「ega「ds to

hIS/he「 positiOn・

MISDEMEANOR any c「iminai offense des-gnated as a miSdemeano「 u=de「

fede「aI, State, NavaJO Nat-On O「 Other t「iba=aw

MORAL TURPITUDE g「ave-y vioiating accepted mo「al standa「ds of the

COmmunity.

NATiONAL GUARD a ciViIlan 「eServe COmPOnent Of the U S A「med Fo「ces

comprised of gua「dsmen who se「ve du「ing OVe「SeaS PeaCekeep-ng missiOnS’

time Ofwa「 and du「ing locai eme「gencleS・
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NAVAJO NATION fo「 the pu「poses of thiS manual, Nava」O NatIOn inCludes a=

P「Og「amS, departments, and dlViSIOnS Within the Executive and LegiSiatiVe

B「anches ofthe NavaJO Nation Gove「nment

NAVAJO NATION CODE. 「efe「ence …mbe「 fo「 PolitiCal At-WiIi empioyees’

Atto「neyGenerai　2 N.N C. §1962 (B)

ChiefP「osecuto「　2NNC §1973(B)and(D)

ExecutiVe Di「eCtO「 Ofthe Navajo NatiOn WashlngtOn Office 2 N.N C. §1 152 (C)

The PubIiC Defende「CommISSiOn　2 N.N C §1994 (C)and 2 N N.C §1995(C)

NEG」IGENT the faIiu「e o「 negiect of any reasonabie p「ecautiOn, Ca「e, aCtiOn,

Ca「eiess, failing tO giVe P「OPe「 attentiOn

NON-EXEMPT EMPLOYEE’an emPIoyee in a non-SuPervISOry Or Office staff

POSltion EmpIoyees assigned to non-eXemPt POSitIOnS a「e elIgibie for overfime

COmPenSatlOn

OVERTIME any tlme WO「ked whiCh exceeds the 「eguia「iy scheduied tou「 of

duty

PEACETIME a time When the U・S IS nOt at War WhICh lnCiudes the yea「s of

1946- 1950, 1955- 1964, and May7, 1975-August l, 1990

PENALTY a puniShment lmPOSed fo「 viOIatiOn Of pe「sonnei poiicleS O「

P「OCedu「es

PERFORMANCE MANAGEMENT PLAN the formal system by whiCh an

empioyee lS eVaiuated

PROFESSIONAL EMPLOYEE any empIoyee whose p「ima「y dutieS COnSiSt Of

WO「k requi「Ing knowledge of a specIflC fieid lnCIuding, but not lImited to, law,

teachlng, mediCine, a「ChlteCtu「e, engineering and othe「 fieids of scienCe; WO「k

that iS O「igmai and a巾StIC ln Cha「acte「, the 「esult ofwhlCh depends on the taient

Of the empioyee and whose wo「k 「equI「eS the exe「cISe Of dISCretiOn and

川dgment i旧tS Perfo「mance

PROGRAM MANAGER fo「 pu「poses of these poIiCieS, a P「og「am Manage「

inCiudes anyone who has the autho「lty tO hl「e, te「minate, dlSCiPiine, O「 OtherwiSe

in-t-ate Pe「SOnnel actiOn it iS also intended to inCiude aiI superv'SO「S at highe「

Ievels, i e Department Manage「s, diVISIOn direCtO「S

PROGRAM PARTiCIPANT・ an indiViduaI who 「ece-VeS Se「Vices from Nava」O

Nat-On PrOg「amS言e Nava」O Department of Wo「kfo「ce Deveiopment, Off‘Ce Of

Youth Deve10Pment, P「ogram fo「 Seif ReIianCe, etC

PROMOTiON a change in asslgnment Of an empIoyee f「om a posItiOn ln One

Ciass to a position ln anOthe「 cIass having a highe「 pay g「ade
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REPRiMAND: Written notice to an empIoyee by the supervisor that a deficiency

exists in the empIoyee’s wo「k perfo「mance or conduct and imp「OVement is

needed.

RESERVIST: a 「eServe Of the U.S. A「med Forces, including reti「ed and lnactive

membe「S.

SERVICE-CONNECTED DISABI」ITY: an in」u「y O「 disease that was incur「ed o「

agg「avated du「ing active miIita「y service.

SOME EXCEPTIONS: With 「efe「ence to Section XXI. B.4 (1) Se「vice beyond 5

yea「s that is 「equi「ed to complete an initial pe「iod of obIigated service; (2) service

f「om whlCh a pe「son, th「ough no fauIt of their own’is unabIe to obtain a 「eiease

within the five-year Pe「iod; (3) 「equ一「ed t「aining for Nationai Gua「d membe「S and

「eservists and additionaI trainIng Ce珊ed by the Sec「eta「y of Defense and/o「

Gove「no「 of the State as necessa「y fo「 professionaI deveIopment; (4) service

unde「 an o「der to 「eport fo「 or stay on active duty during a domestic eme「gency

o「 situations 「eiated to nationaI secu「時(5) service under an o「de「 to 「eport fo「

0「 Stay On aCtive duty (Othe「 than tra面ng) because of a waT Or nationai

eme「gency decla「ed by Cong「ess o「 the U.S. P「esldent; (6) servICe unde「 an

orde「 to active duty (Othe「 than t「aining) by voIuntee「S SuPPOrting ope「ationaI

missions fo「 which seIected 「eservists have been o「de「ed to invoIunta「y actIVe

duty; (7) servic? under an o「der to active duty by voIuntee「S quPPOrfing a c「itical

mission o「 「equI「ement Of the a「med services; (8) fede「aI servICe aS a membe「 Of

the Nationai Gua「d caiied into action by the U.S. Presldent to supp「ess an

insu○○ection, 「ePeI an invasion, O「 Ca「「y Out the laws ofthe United States・

SUITABILI丁Y ASSESSMENT: an eVaIuation conducted by the Offlce of

Backg「ound lnvestigations to dete「mine whethe「 a conviction of o「 Plea(S) of

guiIty o川O COntest tO Offense(S) on an individuaI’s c「iminai history’O「 Othe「

info「mation may upon the lndividuai,s値ness to perfe「m the duties of a sensitive

position; and the「eby p「ovide fo「 the safety of Navajo Nation empIoyees,

voIunteers, inte「ns and p「og「am parficipants and to p「OteCt the Nation’s funds・

P「OPerty and othe「 assets・

SURVIVING SPOUSE. the spouse of a deceased Vete「an・

SUSPENSION: the tempora「y 「emovaI of an empIoyee f「Om Service without pay'

fo「 djscjpIjna「y 「easons a=d fo「 a specified pe「iod of time.

THEFT: any Of the foi-owIng aCtS done with inte=t‥ 1・ Obtaining O「 eXe面ng

unautho「ized cont「oI ove「 prope巾y 2. Obtaining by deception cont「OI over

prope時3. ObtainIng by th「eat cont「oI ove「 P「OPe巾y 4. Obtai…g COnt「OI ove「

stoIen p「operty knowing the p「operty to have been stoien by anothe「・

UNIFORIVIED SERVICE OR AR州ED FORCES: the U.S. A「med Fo「CeS (the

A「my, Navy, Ai「 Fo「ce, Ma「ine Co「ps’Coast Gua「d and Reserve units fo「 each

such b「anch); the A「my Nationai Guard and the Ai「 NatIOnaI Gua「d when
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engaged ln aCtlVe duty fo「 t「alnIng, lnaCtiVe duty t「alning, O「 fulLtIme NationaI

Gua「d duty, the commISSiOned co「ps of the PubiiC HeaIth ServlCeS, and any

Othe「 catego「y of persons desIgnated by the U S. P「esident in tlme Of wa「 o「

natlOnaI emergency

VETERAN an lndiViduai diSCha「ged f「om the U.S A「med Fo「ces unde「

hono「abie conditions

VOLUNTEER an lndiViduai who perfo「ms hou「s of servlCe fo「 ciViC, Cha「ltabie. o「

humanIta「lan 「eaSOnS WIthout promISe, eXPeCtatiOn, O「 「eCeIPt Of compensatIOn

fo「 servICeS 「ende「ed except 「elmbursement fo「 expenses, 「eaSOnabIe benefitS,

and nominai fees o「 a combination the「eof

VULGAR LANGUAGE: ianguage that lS Obscene, indecent, Or OffensIVe tO a

「easonabIe pe「son.

WEAPON: an lnSt「ument Of offensIVe O「 defensiVe COmbat, 0「 anythlng uSed, 0「

designed to be used, In in」u「Ing a Pe「SOn言nciudIng but not limited to, fIrea「mS

and kniVeS

WILしFUL with intent高nowIngIy, dellbe「ately, intending the 「esuIt whiCh actua=y

COmeS tO PaSS, nOt aCCldentaIly o「 lnVOlunta「Ily.

WORKING PAID SUSPENSiON the per10d of tlme an emPIoyee iS On
SuSPenSIOn With pay fo「 diSCiPIina「y 「eaSOnS and the empioyee continueS tO Ca「「y

Out hiSlhe「 regula「 duties at the wo「kplace

WORKPLACE incIudes Nava」O NatiOn bulIdIngS, P「OPerty, Pa「king a「eaS, and

any othe「 locatiOn Whe「e Navajo NatiOn business IS COnducted
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